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PREFACE

The Navy Community Service Program Reference and Project Guidebook isaresourceto assist Navy com-
mandsin planning, developing, and implementing the Navy Community Service Program (NCSP). Thisdocu-
ment encourages Navy commandsto promote volunteerism and community service. The NCSPtargetsissues
related to education, citizenship, hedlth and fitness, environmenta conservation, drug demand reduction, and
humanitarian assistance. Navy commands are encouraged to establish community service partnerships.

Thepurposeof thisbook is.

B Toasss coordinatorswho are new to community service partnershipsto develop, implement,
manage, and eva uate efforts based on methods found to be useful throughout the Navy, and

B Toassst experienced coordinatorsto expand community service partnershipsand programs.

The Navy Community Service Program Reference Guidebook takes the place of the Navy
Community Service Guidebook (NAVPERS 15604C) and supersedes any and all other draft

revisions that may have been disseminated.
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NAVY COMMUNITY SERVICE PROGRAM
EXECUTIVE SUMMARY

Itis the Navy’s policy to promote a joint Navy and community effort to
assist in the education and enrichment of America’s youth and
communities and in revitalizing citizenry.

Navy civilianand military volunteerswill striveto | The Navy Community Service Program targets
improve education as well asthe quality of lifein | jssues related to education, citizenship, health
communities. Volunteers are highly encouraged | 5 fitness, environmental conservation, drug
demand reduction, and humanitarian assistance.

to join with other military services, businesses,
labor, foundations, colleges and universities,
religious organizations, mediagroups, community
organizations, health care centers, and Government agencies in developing a collective vison of community needs
and commitment to share responsibilities and resources required to address them. Five “Flagship Projects’ serve
to strengthen youth and communities. These Flagship Projects are titled:

of education, healthy lifestyles, and civic responsibility. Volunteers tutor, mentor, provide technical
expertise, and serve as role models. Project goals include improving scholastic achievement, social

--‘; Personal Excellence Partnership. Develops American youth to their fullest potentia in the areas
-
%W I and life skills, and providing vocational guidance.

Health Safety and Physical Fitness. Promotes healthy and fit lifestyles. T"_;Y 'ﬁ:‘
Project initiatives include fitness programs, sports and recreation programs such as Special éﬁ F it

Olympics, nutritional and hygiene information, and youth athletic events. ‘g Lo
Bk

fe

Campaign Drug Free. Provides a drug demand reduction program for schools, organiza-
tions, and communities to educate youth on the dangers of drug abuse and the importance
of being drug free. Volunteer teams use professionally produced videotapes to convey a
powerful and anti-drug message to elementary, middle, and high school students. Following
the videotape presentation, volunteers engage the students in discussions to challenge them
to take charge of their lives and stay drug free.

Environmental Stewardship. Promotes efforts with local communi-

ties to educate youth and families on domestic and international

environmental initiatives and to encourage communities to preserve, protect, restore, and
enhance the environment. Activities include developing youth environmental stewardship,
teaching environmental values, enhancing environmental science curriculums, and organizing
or participating in environmental cleanup efforts.

Project Good Neighbor. A year-round project that provides an avenue for
volunteers to contribute to improved quality of lifein their communities. By
reaching out to those less fortunate with food drives as well as repairs and
renovations to shelters and homes, Navy people brighten the future for
struggling individuals, families, and communities. This project generates hope
and helps others help themselves throughout the year.
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SECTION 1
INTRODUCTION TO THE NAVY COMMUNITY SERVICE PROGRAM

Community Service Program Goal and Objectives
TheNavy Community Service Program (NCSP) promotes volunteerism and community serviceto assistinthe
education and enrichment of the nation’ syouth and communitiesand inrevitalizing citizenry.

The Community Service efforts of the Navy focuson:
B Promoting ajoint Navy and community partnership,
B Improving education aswdll asthe qudity of lifein communities, and

B Deveopingacollectivevision of community needsand commitment to shareresponsibilitiesand
resourcesin apartnership with other military services, businesses, labor, foundations, collegesand
universities, religious organizations, mediagroups, community organizations, health care centers, and
Government agencies.

Community Service Program Background

In November 1992, the Navy Community Service Program (NCSP) was devel oped to support national youth
education goasand aglobally competitive America. Building on the success of the Persona Excellence Partner-
ship (PEP) and community outreach programs, the NCSP expandstherol e of the Navy by encouraging com-
munity service projects and partnershipsthat strengthen the academic and persona growth of youth andim-
provequdity of lifein communities.

The NCSP correspondsto the Partnership with School s Program of November 1989 (Public Law 101-165,
sec. 9111) which authorizesthe military servicesto coordinate with government agencies, civic and social
service organizations, and representatives of businessand labor to perform community serviceand develop
volunteer programs.

Recent legidative and executiveinitiativesareincorporated into the NCSP. The Civilian-Military Cooperdtive
Action Program, passed by the United States Congressin 1992, resulted in adirective from the Secretary of
Defensethat encouragesthe armed forcesto support civilian efforts addressing domestic deficiencies. The
Civilian-Military Cooperative Action Program focuseson Six objectives:

1. Enhancingindividua and unit training and moraein the armed forces through meaningful community
involvement.

2. Encouraging cooperation between civilian and military sectorsof society in addressng domestic
needs.

3. Advancing equal opportunity.
4. Enrichingthecivilian economy through education, training, and transfer of technological advances.

5. Improving environmental, economic, and socia conditions.

1-1
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6. Providing opportunitiesfor disadvantaged citizens.

Executive Order 12820 - Facilitating Federal Employee Participation in Community Service
Activites. It encouragesfedera employees, including members of the armed forces, “ to participate voluntar-
ilyindirect and consequential community service.” To facilitateitsimplementation, the Office of Personnel
Management provided policy guidanceto encouragefedera employee volunteerism by establishing flexible
work-hours and volunteer recognition programs.

The Navy hasimplemented the NCSP asaway to develop quality Sailors; reinforcethe Navy Core Va ues of
Honor, Courage, and Commitment; and broaden |leadership training. Community service should bealifelong
endeavor, focusing onimproving theindividua and the community. Participation in community service partner-
ghips benefitsthe community, military personnel, and the military. Navy participationin community service
projectsincreasesvisibility of the military whilea so enhancing theimagewithin the community. Asaresult,
community support for Navy effortsincreases, and the Navy isidentified asapartner. Furthermore, participa-
tionin community service projectsincreasesteam spirit of Navy personnd by providing activitiesoutsidethe
workplace. Navy personnel also have avested interest in the success of community service projectsand
partnerships. The NCSP encouragesthe persona and professional development of Navy personnel through
participation in community service. By participating in community service projects, volunteersreinforce the Navy
CoreVauesasameansto further leadership and character development.

Thisguidebook should be used to ensure
effective and respong bleimplementation of
the NCSP. The contentsidentify opportunities
for establishing community service partner-
shipsand encourage participationinlocal
community service projects. Thisguidebook is
acomprehensive sourcethat providesparam-
etersfor:

The Navy Community Service Council encourages
feedback to increase the usefulness of this information
and hopes that the guidebook is helpful in implementing
community service projects and partnerships in local
communities.

B |nitiating community service projectsand partnerships,

B |dentifying and recruiting volunteers;

B Managing associated risks,

B Recognizing volunteer and partnership efforts;

B Monitoring and evaluating projects, partnerships, and activities.

TheNavy Community Service Council was established in 1996 and iscomposed of the Flagship sponsors,
regional and local areacoordinators, the Master Chief Petty Officer of the Navy (MCPON), Commander,
Navy Recruiting Command (CNRC) that represents Education and Youth Programs, and the Chief of Naval
Information (CHINFO). Thiscouncil meetsonceayear and iscommitted to promoting vol unteerism throughout
thefive NCSP Fagships by encouraging voluntary community service activitiesand providing Navy commands
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with policy, guidance, and support. Additiona functionsof the council include:

B AdvisngtheChief of Navd Operationson Navy policy and issues pertaining to community service
and conducting strategic planning to promote Navy support for community service programs.

B Serving asavehiclefor areacoordinatorsto exchangeinformation on volunteer programswithin
their areas, strengthening Navy support for community service programs, and assstingin the profes-
sond development of Command Volunteer Coordinators.

B |ncreasng awarenessof volunteer activities performed by Navy commands.

B Establishing aframework and organizationa structurethat addressesissues such aspolicy, use of
Navy resources, volunteer management and administration, promotiond products, professional
training, information sharing, use of e ectronic networks and technol ogy, risk management, awvards
programs, and publicity.

B Serving asan advocate for commandsengaged in meaningful voluntary service.

B Advisng Navy program managerson outreach activitiesthat develop Sailors skillsfor positive use
of leisuretime, such as The Right Spirit campaign.

Inaddition to promoting community service, the council enhances persona readinessthrough community
service, servesasan advocate for commands, addresses community serviceissues, incorporates professional
volunteer management, and increases awareness of Navy efforts.

Information related to the NCSP ismaintained and updated on the World Wide Web

at http:/Amaww.mwr.navy.mil/ncsp/index.htm.

Navy Community Service Program Overview

NCSP encourages and expandsinvolvement of Navy volunteersin the communities, inwhichthey liveand
work. Itsgoal isto promote vol unteerism and community service between Navy personnel and local communi-
ties.

TheNCSP conssts of five Flagshipsthat promote education, citizenship, hedth, safety and fitness, environmen-
tal conservation, drug demand reduction, and humanitarian effortswithin communities. Commands are encour-
aged to develop “Hagship Partnerships’ with other military services, businesses, |abor, foundations, collegesand
universties, religious organi zations, mediagroups, community organizations, health care centers, and government
agenciesto promotethefive Flagships.


http://www.mwr.navy.mil/ncsp/index.htm.
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ThefiveFHagshipsare:

B Personal Excdlence Partner ship - Focuses onimproving scholastic achievement, socid, and life
skills, and providing vocationd guidance.

B Health, Safety, and Fitness- Encouragesahedlthy lifestyle encompassing fitness, good nutrition,
and hedlth education.

B Environmental Stewar dship - Anenvironmental education and natural resource sewardship
program that encourages communitiesto preserve, protect, restore, and enhance the environment.

B Campaign Drug Free- A drug demand reduction program that educates youth on the dangers of
drug and substance abuse and theimportance of being drug-free.

B Project Good Neighbor - A year-round humanitarian outreach programto establish aid and
restore hopefor homeless, hungry, homebound, ailing, and e derly community members.

Personal Excellence Partnership Flagship

The Personal Excellence Partnership (PEP) Flagship, sponsored by Marketing and Multime-
diaDevel opment Branch (N255), Commander Navy Ingtallations (CNI) Command,
Millington Det., isapartnership effort among Navy commands, public and private sector
organizations, schools, and youth groups. The project’ sgoadsincludeimproving scholastic
achievement, socid, and lifeskillsand providing vocationa guidance.

The Flagship activities encourage young peoplefrom preschool through high school to be educated, healthy, and
responsiblecitizens. Navy personnel (including military, civilians, and family members) volunteer timetoward
tutoring and mentoring youth in subjects such asreading, writing, mathemeatics, science, hedlth, personal safety,
and citizenship to encourage youth to excel. In return, volunteers acquire personal and professiona skillsand are
exposed to the classroom environment. Moreover, by participating in community service projects, volunteers
reinforcethe Navy Core Va ues of Honor, Courage, and Commitment asameansto further leadership and
character devel opment.

Approximately 1,500 educationa partnershipsexist between Navy commandsand youth organizations, invol v-
ing approximately 40,000 vol unteers and more than 300,000 youthsannually.

The PEPHagshipincludesactivities
suchas For additional information, contact:
Commander, Navy Installations, Millington Det. (N-255)
B Adopt-A-School or Class 5720 Integrity Drive, Millington, TN 38055-6050
Phone: (901) 874-4270 DSN: 882-4270 Fax: (901) 874-2698
W Saturday Scholars E-mail: MILL_communityservice@.navy.mil

B ScienceFair Sponsorships
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B Career Education and Orientation Events

B Shipto School Program

Health, Safety, and Fitness Flagship
The Hedlth, Saftey, and Fitness Flagship, sponsored by the Chief of Naval Education
and Training, promoteshedlthy lifestylesand fitnessfor dl.

AL ‘“=  Navy volunteersprovideinstruction and mentoring to supplement the health and

S *’%‘! r& physical education classes offered in schools. The Health and Physical Fitnesscurricu-
Ak " lum, whichinvolves scheduling lecturesand practical training, focuseson nutrition,

hygiene, mental hedth, disease prevention, lei sure skills devel opment, persona safety, and drug demand reduc-

tion.

Navy commands al so sponsor recreational For additional information, contact:
hedlth and fitnessevents, such as: Chief, Naval Education & Training Command, Code 00K
_ _ 250 Dallas Street, Pensacola, FL 32508-5100
B Specid Olympics. Phone: (850) 452-4837 DSN: 922-4837
B Jumpropecompetitions Fax: (850) 452-3145

B Sofety and hedthfairs

Moreover, by participating in community service projects, volunteersreinforce the Navy Core Vaues of Honor,
Courage, and Commitment asameansto further leadership and character development.

Environmental Stewardship Flagship

The Environmental Stewardship Flagship, sponsored by the Deputy Chief of Naval Operationsfor Logistics
(N4), encourages Navy commandsto join effortswith local communitiesto educate youth and familieson
domestic and internationa environmental initiativesand to encourage communitiesto preserve, protect, restore,
and enhancethe environment. The Navy worksin cooperation with community and natural resources organiza-
tionsto establish partnershipswith schools and neighborhoods aswell as private, state, and

federd organizations.
AsFlagship Partners, goasfocus on promoting environmental education and good stew- . @‘
ardship. Theactivitiesinclude devel oping youth environmental stewardship, teaching )

environmental values, enhancing environmenta science curriculums, and organizing or
participating in environmenta cleanup efforts.

Navy personnel with engineering, mathematics, oceanography and other scientific experience demonsirate
environmenta conservation practicesthrough presentations and hands-on activities. These experienceshelp
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students apply conceptslearned from books,
and alow Navy personnel to sharetechnica
knowledge and experiences. Moreover, by
participating in community Service projects,
volunteersreinforcethe Navy Core Va ues of
Honor, Courage, and Commitment asameans
to further leadership and character development.

For additional information, contact:
Chief of Naval Operations (OPNAV N45)
2000 Navy Pentagon (NC 1 Suite 2000),

Washington, DC 20350-2000
Phone: (703) 604-5426 DSN: 664-5426
Fax: (703) 602-1982

Environmentd Stewardship Flagship includes:

B Adopt-A-Highway
B Recycling Programs

B Environmenta Educaionfor Youth

Campaign Drug Free Flagship

The Campaign Drug Free (CDF) Flagship, sponsored by the Director of Navy Re-
serve, focuses efforts on hel ping communities and school s educate youth on the dangers
of drugs and substance abuse and theimportance of being drug-free.

The CDF FHagship involvesarranging speakers and providing educational materialsto schools, organizations
and communities. Posters, brochures,
and public service announcements
reinforcethe anti-drug messageand are
availablefor use by the schools. Aspart
of the presentation, Navy and Marine
Corpsvolunteers use age-targeted
videotapesto convey an anti-drug
messageto e ementary, middle, and high
school students. Following thevideo-
tape, volunteersdiscussthe challenges of taking charge and establishing self-control to remain drug-free. More-
over, by participating in community service projects, volunteersreinforcethe Navy Core Values of Honor,
Courage, and Commitment asameansto further leadership and character development.

For additional information, contact:
Commander, Navy Reserve Force
4400 Dauphine Street, New Orleans, LA 70146-5000
Phone: (504) 678-5307 DSN: 678-5307 Fax: (504) 678-1637
E-mail: cdf@cnrf.nola.navy.mil
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Project Good Neighbor Flagship

TheProject Good Neighbor Flagship, sponsored by the Chief of Chap-
lainsof the Navy, isacooperative effort with public and private organi-
zationsthat encourage Navy personnel to help thosewho areless
fortunate. Navy personnel, both military and civilian, participateinloca,
national, and internationa relief effortsto offer ahelping hand to disad-
vantaged familiesand memberswithin the community.

ThisFagship promotes community outreach activitiesthroughout the year to establish aid and restore hopefor
homeless, hungry, homebound, ailing, and € derly community members. It so providesavauablelessonin
caring, generosity, and human dignity. V olunteers have helped with food drives, medl deliveriesto homeless
people, repairs and renovations on homesand shelters, and other community service activities. Moreover, by
participating in community
service projects, volunteers

For additional information, contact:

(ZinforcimeNavéCore Commander, Navy Installations, Chief of Chaplains Liaison
mdu?o?nmi?r?g;t ag:rrige%ns 5720 Integrity Drive, Millington, TN 38055
tofurther leadership and Phone: (901) 872-4224 DSN: 882-4224 Fax: (901) 874-2619
character devel opment.

Project Good Neighbor Flagship Partnerships have resulted in Navy volunteers cooperating with various
organizationsinduding:

B Habitat for Humanity

B Navy/MarineCorpsRdlief Society
B Orphanages

B Dissbled American Veterans

B Soupkitchens

B Ameican Red Cross
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SECTION 2
PROGRAM MANAGEMENT RESPONSIBILITIES

The Secretary of the Navy (SECNAYV), the Chief of Naval Operations (CNO), and the Commandant of the
Marine Corps (CMC) issued a Core Values Charter that identified three Core Values of Honor, Courage, and
Commitment. Every member of the Navy wasingructed tointernalizethe Core Va uesand sustain community
servicethat exemplifiesthese desirable characteristics. Theintroduction of the charter reads:

“Asin our past, we are dedicated to the Core Values of Honor, Courage, and Commitment to build the
foundation of trust and leadership upon which our strength is based and victory is achieved. These
principles on which the U.S. Navy and the U.S Marine Cor ps were founded continue to guide us today.
Every member of the Naval Service - active, reserve, and civilian, must understand and live by our Core
Values. For more than two hundred years, members of the Naval Service have stood ready to protect our
nation and our freedom. e are ready today to carry out any mission; deter conflict around the globe
and, if called upon to fight, be victorious. We will be faithful to our Core Values of Honor, Courage, and
Commitment as our abiding duty and privilege.”

The CNO aso directed naval commandsto implement the Navy Community Service Program (NCSP) and
establish projects, partnerships, and activities consi stent with the Navy Core Values.

Participation by Navy personnd (including active, reserve, and civilian employees) in community service pro-
gramactivitiesisvoluntary. Itis, however, theresponsbility of every level of program management to ensurethat
NCSP projects, partnerships, and activities comply with the goa and objectives of the program whilefocusing
onissuesrelated to education, citizenship, health and fitness, environmenta conservation, drug demand reduc-
tion, and humanitarian assstance.

Deputy Chief of Naval Operations
The Deputy Chief of Naval Operations (Manpower and Personnel) (N-1) isresponsiblefor overal policy
aspectsof the NCSP. Responsihilitiesinclude:

B Encouraging dl military and civilian employeesto participate voluntarily in direct community service.
Community service may include participation in programs, activities, and initiatives designed to
address national problems such as education, drug abuse, crime, homelessness, illiteracy, AIDS,
teenage pregnancy, hunger, and problems associ ated with low-income housing, hedlth care, and the
environment.

B Digributing policy, serving asaresource of NCSP information and support, and providing guidance
and instruction to Navy commands when the chain of command is unableto do so.

B Coordinating the efforts of Flagship Sponsorsand Regiona Coordinators.
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Flagship Sponsors

Five Flagship Sponsorsfacilitate, promote, and expand opportunitiesfor community service and Flagship
Partnershipsfor Navy commands and individuals. Flagship Sponsors are responsi blefor working with other
Flagship Sponsorsto consider any appropriate changesin policy or practicesthat encourage volunteer partici-
pation in community service. The Fagship Sponsors provideinformation and technical support, including
information on resourcesfor improving youth opportunities and community quaity of life. The Flagship Sponsors
areresponsiblefor aggressively publicizing NCSPinitiativesthroughout the Navy. The Flagship Sponsor assign-
mentsare:

B Commander, Navy I nstallationsCommand, M ar keting and M ultimedia Development
Branch (N255) isthe designated Flagship sponsor for the “ Persona Excellence Partnership”
Flagship. The Flagship’ sfocusison academic, life skills, and civic education for youth. Examples of
supported projectsinclude adopting schools, academic tutoring, and mentoring.

B Commander, Naval Education and Training Command (NET C) isthe designated Flagship
sponsor for the* Health Safety and Physical Fitness’ Flagship. The Flagship’ sfocusison programs
that promote hedlthy lifestylesand fithess. Examplesinclude Specid Olympics; safety and health
fairs, and the Fitness, Nutrition, and Safety Workbook Program.

B Deputy Chief of Naval Operations(L ogistics) (N4) isthe designated Flagship sponsor for the
“Environmental Stewardship” Flagship. The Flagship’ sfocusison educating youth and familieson
environmentd initiatives, and helping communitiesmanage America snatura resourcesand improve
theworld environment. Examples of supported projectsare cleanups, recycling, and restoration of
wildlifehabitats.

B Director of Navy Reserve (N095) isthe designated Flagship sponsor for the “ Campaign Drug
Free’ Flagship. The Flagship’ sfocusison hel ping communities and school seducate youth on the
dangersof drugsand substance abuse.

B Chief of Chaplainsof the Navy isthe designated Flagship sponsor for the“ Project Good Neigh-
bor” Flagship. The Flagship’ sfocusison year-round sharing by Navy personnd with thosein need
and joining local outreach effortsthat build asense of community and hope. Examples of supported
projectsare disaster relief, adopting orphanages, asssting at “ soup kitchens’ and homeless shelters,
and heping needy families.

Additiond responghilities of the Hagship Sponsor include:

B AssgingtheRegiona Coordinatorswith the NCSPimplementation and providing continuous
support.

B Enlisting support and commitment from senior Navy officersin order to promote the NCSP among
commandsandindividua active duty members.

B Providing an orientation, training and guidancefor the Regiona Coordinators.
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Fleet Commanders
Feet Commanders shall support the NCSP goa and objectivesby:

B Implementing volunteer community service programsand Flagship Partnershipsin therespective
fleetsand encouraging voluntary participation.

B Recognizing outstanding community service programsand Flagship Partnership efforts.

B Deveoping public relation strategiesto communicate community service programsand Flagship
Partnershipsinternaly and externdly.

Geographic/Regional Area Coordinators

Regiona Coordinators are assigned for designated geographic regions and areresponsiblefor supporting the
NCSP god and objectives by assisting in the development of voluntary partnershipsand projectsthat are

cong stent with the primary mission, function, and tasks of Navy commands. Regional Coordinatorsresponsibili-
tiesinclude:

W Serveassubject matter expert (SME) Theindividual appointed

as a NCSP Coordinator
should exemplify the
highest standards of
community service and
- Facilitating the development of Flagship Partnerships | Possessthe leadership
and programs. skil |S, expertise, and
experience to manage
- Attending meetings and activities related to Flagship community-partnership
Partnerships. efforts.

B Enligting support andjoining in partnershipswith thelocal
community to sharerespons bilitiesand resources. Thismay
indude

- Establishing relationships with Regional and Command
Master Chiefs.

- Representing NCSP at regional meetings and activities.

B Coordinating and ass sting with the planning, devel opment, implementation, promotion, manage-
ment, monitoring, and eva uation of NCSP projects and Flagship Partnership activitieswithinthe
geographic areaof responsbility.

B Publicizing NCSP and Hagship Partnership initiativesinternaly and externaly. Partner with Public
Affar Office (PAO) for success stories.

B Encouraging Navy commandsaswaell asindividud active duty members, reservists, family members,
and Navy employeesto participatein the NCSP.

2-3



Navy Community Service Program

B Providing an orientation and training sessionsfor Loca Areaand Command Volunteer Coordina-
tors. Thetraining should include discussions of recommended strategiesfor planning, developing,
implementing, promoting, managing, monitoring and eva uating the command NCSP projects,
partnerships, and activities.

B Facilitatethe collection of volunteer and Flagship datafrom regional and loca commandsfor
submition to NCS program manager.

B Distributing Fagship Partnership materia sto commands. Available materidsmay include:
- OPNAVINST 5350.6 Series, Navy Community Service Program, and applicable references.
- Local implementing instructions of OPNAV 5350.6 series and BUPERSINST 1650.12 series.
- Policies, guidelines, and proceduresrelated to the NCSP.

- Auxiliary materials published by NCS program manager and Flagship sponsors including
website addresses for Flagship news and information and NCSP magazne, “ NAVY \olun-
teer!” .

- Certificates of Appreciation.

- Turnover Files (refer to Section 3, Implementation of the Navy Community Service Pro-
gram).

B ServeasNavy point of contact for NCSP projectsand Flagship Partnership activitieswithinthe
geographic areaand responding to requestsfor information from higher authority. Regiona Coordi-
nators should be aware of NCSP projects, partnerships, and activities conducted by regiona
commands and the specifics of each. Thismay be accomplished by maintaining an inventory of
current partnership programs conducted by areacommands. Theinventory should includethe name
and contact information for the Command Vol unteer Coordinator, namesof Flagship Partners,
gods, typesof activities, and resources and be the basisfor monitoring and eva uating the NCSP
projects, partnerships, and activities.

B Ensuring that NCSP projectsand Flagship Partnership activities address the community needs
regarding educational achievement, citizenship, health and fitness, environmenta conservation, drug
demand reduction, and humanitarian assi stance.

B Recognizing the contributions of Navy personne and other community membersfor outstanding
community serviceand Flagship Partnership effortsusing the Navy Community Service Award
Program.

B Revitalizing and expanding the existing programs by contacting and offering ass stance to commands
whose partnerships have becomeless active, and by identifying additional resources needed to meet
increased activity levels.
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B Promoting partnershipsby collecting
lessons|earned from commands, and
sharing thisinformation at coordinator
meetingsand for possiblereplication.

B Providing direct and informal feedback
to the appropriate Flagship Sponsor.

Information regarding the Area Coordinators is
included as Figure 2-1, Regional Map, and Figure
2-2, Navy Community Service Program Strate-
gies for Geographic/Regional and Local Area
Coordinators. Contact information for Geo-
graphic/Regional Coordinators can be found at:
www.mwr.navy.mil/ncsp/index.htm

Figure 2-1
Regional Map

- Mavy Redion, Northeast Maney Region, Great Lakes

[j Mawy Region, Mid-Atlantic - Mdawy Region, Southcentral

- Mawal District Washington E] Mawy Region, Marthwwest - Mawy Region, Havwaii

[ ] ey Region, Southeast [ty Region, Sauthwest [ ] COMMAYMARIANAS

2-5



Navy Community Service Program
Figure 2-2
Strategies for Regional Coordinators
for the Navy Community Service Program

B Generateanintroduction letter to Commanding Officers (COs) either recognizing the command' s
participation in the Navy Community Service Program (NCSP) or encouraging involvement.

B Schedule and present information at gatherings of Command Master Chiefs, PAO’ sand other
command leaders.

B Establish contact with each Local Areaand Command Community Service Coordinator.

B Conduct periodic meetingswith the Loca Areaand Command Volunteer Coordinatorsto distribute
and discuss program guidance, information on projects, partnerships, activities, and opportunities
for networking.

B Facilitatetheinitial meeting between thelocal command and potential Flagship Partnersif needed.

B Conduct area-widevolunteer training on topics such aseducation, tutoring, mentoring, citizenship,
hedlth and fitness, environmenta conservation, drug demand reduction, and humanitarian assstance.
Offer training materid.

B Conduct training for Loca Areaand Command Volunteer Coordinatorsto addressrisk manage-
ment issues. Thistraining should include discussions on screening and placement of volunteers,
ligbility, walversand releaseforms, and crissintervention.

B Publicizethe NCSP project and Flagship Partnership opportunities. Draft messages advertising the
program and soliciting participation.

B Prepareamessage addressed to the Area Commander that reaffirmstheimportance of partner-
ships.
B Publish partnership information released to al commandswithintheregion.

B Provideafootnoteto editors of base papersthat may be added to partnership articles. Remember
to provide point of contact information.

B Brief command personng on NCSP project and Flagship Partnership opportunitiesto generate
interest and participation.

B Recognizeaccomplishments. Initiate | etters of commendation and appreciation aswell as present
awards. Provide Loca Areaand Command Volunteer Coordinatorswith information on nationd,
state, and local awardsfrom outside agencies. Submit nominations, when appropriate.

B Coordinatewith the Public Affairs Office and the base newspaper staffsto publicize accomplish-
ments. Arrange awards ceremoniesand open house activitiesto honor Flagship Partnerships.

B Maintain aninventory of existing NCSP projects, partnerships, and activities conducted by area
commands. Theinventory should includeinformation on the Command Volunteer Coordinator,
Flagship Partners, goals, types of activities, and resources.
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B Survey Flagship Partnersannually to update points of contact and to monitor activities. Offer
assistanceto commandswhose partnershipsarelessactive.

Commanding Officers, Unit Commanders, and Officers in Charge

Flagship partnerships between aNavy command and the surrounding community aretheresponsbility of the
Commanding Officer. The Commanding Officer may assign acommunity service Command Vol unteer Coordi-
nator to direct thelocal Navy Community Service Program (NCSP).

The sdlected Command Volunteer Coordinator should exemplify Navy Core Vaues. In addition, the Command
Volunteer Coordinator should be an effective manager, possess adequate communication skills, and maintain
composure when interacting with people both inside and outside the Navy environment. The Command Volun-
teer Coordinator isrespons blefor planning, devel oping, implementing, promoting, managing, and eva uating the
NCSP objectives, projects, partnerships, and activitiesat his’her loca command.

Asprevioudy noted, participation by Navy personnd (active, reserve, family members, and civilian employees)
incommunity service program activitiesisvoluntary. It is, however, theresponsbility of every level of program
management to ensure that NCSP projects, partnerships, and activities comply with the objectives of the
program and relateto education, citizenship, heath safety and fitness, environmenta stewardship, drug demand
reduction, and humanitarian assi stance.

UponidentifyingaCommand Volunteer Coordinator, the Commanding Officer may want to distribute anotice
regarding the commitment to the NCSP and the efforts of the Command Volunteer Coordinator (Figure 2-3,
Navy Community Service Program Appointment Document for the Command Volunteer Coordinator).

Commanding Officers, Unit Commanders, and Officersin Charge shal comply with the” Standards of Conduct
and Government Ethics’ and are encouraged to:

B Establish and promote NCSP projects and Flagship Partnership activities. Program participation
shall be conducted on avoluntary basisand not interfere with the command’ s primary mission.
Commanding Officersshould ensurethat al volunteersexemplify “ persona excellence.”

B DesgnateaCommand Volunteer Coordinator to recruit, train, and manage volunteersand organize
NCSP projects, partnerships, and activities.

B Createincentivesto encourage volunteersin the command to participatein NCSP projectsand
Flagship Partnership activities.

B Recognize personnel for outstanding achievementsin self-devel opment and contributionsto commu-
nity service and Flagship Partnership efforts.

B Publicizecommunity serviceand Flagship Partnershipinitiativesinternaly and externdly.
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B Maintain communication to keep the appropriate Regional and Loca AreaCoordinatorsinformed
of Flagship Partnership activitiesby providing direct and informa program feedback and informa:
tion. Commands choosing toinitiate acommunity service project or Flagship Partnership with other
services, businesses, |abor, foundations, collegesand universities, religious organizations, media,
community groups, health care centers, and governmental agenciesshould inform the appropriate
Regiona and Loca AreaCoordinators.

Deployed units should contact the Regional Coordinator for the areain which the command ishome ported.

Each Region hasapoint of contact for the NCSP. Thisindividual isavailableto provide technical assistance and
guidance with regard to community service and Flagship Partnerships.

Command-sponsored community service and Flagship Partnership activitiesduring normal working hours may
be authorized by the Commanding Officer.

Thecommand mission shal not be com-

promised in support of the NCSP projects Sandards of Conduct guidelines prohibit Navy personnel

and Flagship activities. Military personnel fromusing their title or position in connection with

may be permitted to participate by adjust- charitable or nonprofit organizations to avoid the ap-

ing normal duty schedulesor obtaining pearance of preferential treatment by the United States

liberty, leave, or no-cost temporary Navy. Funding and solicitation by Navy personnel is

additional duty. limited to Combined Federal Campaign and Navy/
Marine Corps Relief Society.

Civilian personnd may be permitted to
participate upon approva of dternative
work arrangements or use annua |eave, leave without pay, or excused absence. Commands should review
guidanceissued by the Office of Personnel Management at http://mww.opm.gov, other applicableregulations,
and any collective bargaining agreement before approving participation in community service or Flagship Part-
nership activities.

Local Area Coordinators

Loca AreaCoordinatorsare assigned for designated geographic regions and/or commandsand areresponsible
for supporting the NCSP goal and objectives by assisting in the development of voluntary partnershipsand
projectsthat are cong stent with the primary mission, function, and tasks of Navy commands. Loca Area
Coordinatorsresponghilitiesinclude:

B Serveassubject matter expert (SME) for areaand commands.

B Enligting support andjoining in partnershipswith theloca community to shareresponsibilitiesand
resources. Thismay include:

- Facilitating the development of Flagship Partnerships and programs.

- Attending meetings and activities related to Flagship Partnerships.
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- Establishing relationships with Regional Coor dinator, neighboring commands and local
Command Master Chiefs.

- Representing NCSP at regional meetings and activities.

Coordinating and assisting with the planning, devel opment, — :
implementation, promotion, management, monitoring, andevdlua- | Theindividual appointed
tion of NCSP projects and Flagship Partnership activitieswithin as an NCSP Coordinator

thelocal arealcommand of responsibility. should exemplify the
highest standards of

Publicizing NCSP and Flagship Partnershipinitiativesinternal ly community service and

and externdly. Partner with Public Affair Office (PAO) for possess the leader ship
success stories. skills, expertise, and

o ) experience to manage
Encouraging Navy commandsaswell asindividua active duty community-partnership
members, reservists, family members, and Navy employeesto efforts.

participateinthe NCSP,

Providing an orientation and training sessonsfor Command Volunteer Coordinators. Thetraining
should include discussons of recommended strategiesfor planning, devel oping, implementing,
promoting, managing, monitoring and eval uating the command NCSP projects, partnerships, and
activities.

Facilitate the collection of volunteer and Flagship datafrom local commandsfor submitionto NCS
Regiond Coordinators.

Distributing Flagship Partnership material sto/throughout command. Available materidsmay include:
- OPNAVINST 5350.6 Series, Navy Community Service Program, and applicable references.
- Local implementing instructions of OPNAV 5350.6 series and BUPERSINST 1650.12 series.
- Policies, guidelines, and proceduresrelated to the NCSP.

- Auxiliary materials published by NCS program manager and Flagship sponsorsincluding
website addresses for Flagship news and information and NCSP magazne, “ NAVY \olun-
teer!”

- Certificates of Appreciation.

- Turnover Files (refer to Section 3, Implementation of the Navy Community Service Pro-
gram).

ServeasNavy point of contact for NCSP projects and Flagship Partnership activitieswithinthe

local areaand responding to requestsfor information from higher authority. Local AreaCoordina-

tors should be aware of NCSP projects, partnerships, and activities conducted by local commands
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and the specifics of each. Thismay be accomplished by maintaining an inventory of current
partnership programs conducted by areacommands. Theinventory should includethe nameand
contact information for the Command Vol unteer Coordinator, names of Flagship Partners, goals,
typesof activities, and resources and be the basisfor monitoring and eval uating the NCSP
projects, partnerships, and activities.

B Ensuring that NCSP projectsand Flagship Partnership activities address the community needs
regarding educationa achievement, citizenship, hedlth and fitness, environmenta conservation,
drug demand reduction, and humanitarian assstance.

B Recognizing the contributionsof Navy personnel and other community membersfor outstanding
community serviceand Flagship Partnership effortsusing the Navy Community Service Award
Program.

B Revitalizing and expanding the existing programs by contacting and offering assistanceto
commands whose partnershi ps have becomeless active, and by identifying additional resources
needed to meet increased activity levels.

B Promoting partnerships by collecting lessonslearned from commands, and sharing thisinforma:
tion at coordinator meetingsand for possiblereplication.

B Providingdirect and informal feedback to the appropriate Regiona Coordinator.
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Figure 2-3
Appointment Document for the Command Coordinator
for the Navy Community Service Program

(Date)

From:

(Commanding Officer/Officer in Charge, Navy Activity)

To:

Subj: APPOINTMENT ASCOMMAND COORDINATORFORTHE NAVY COMMUNITY
SERVICE PROGRAM

Re:  (a) OPNAVINST 5350.6 Series
(b) BUPERSINST 1650.12

1. You are hereby appointed asthe coordinator for thiscommand’ s Community Service Program. Asthe
Command Volunteer Coordinator, you will manage this program in compliance with the guidance provided
inreferences(a) and (b), and will useyour proven management and communication skillsin dealing with
individuasbothinsdeand outside the Navy community. Furthermore, you will be entrusted with continual ly
recruiting, assessing, and training the volunteer personne who represent thiscommand at every partnership
activity.

2. Your selection for thiscollatera duty wasbased on your proven baance of good judgment, diplomacy,
perseverance and your demonstrated commitment to persona excellence and community service. This
gppointment shall continue until suchtimeasit isterminated inwriting.

(Commanding Officer’ sSgnature)

Copy to: Regiona Coordinator
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Command Volunteer Coordinators

The community service Command Volunteer Coordinator isresponsiblefor planning, devel oping, implementing,
promoting, managing, monitoring, and eva uating the NCSP god and objectives, projects, partnerships, and
activities. Toaccomplishthis, thetasks of the Command Volunteer Coordinator include:

B Recruiting, reviewing, training, and managing volunteers, as
well as organizing community service and Fagship Part-
nership activities. The Command Volunteer Coordinator is
responsiblefor ensuring that al activitiesand resources
involvedinthe NCSP arein compliance with policy
guiddines

The Command \olunteer
Coordinator isresponsible for
ensuring that all activitiesand
resour ces involved comply
with policy guidelines.

B Serving aspoint of contact for the NCSP within the command and community aswell asdistributing
information to Navy personnel regarding community Service opportunities.

B Responding to requestsfor information from higher authorities.

B Ensuring that Flagship Partnership activitiesare conducted in an efficient manner asnot tointerfere
withthe assgned military missons. Efficient management includes suggesting, desgning, and provid-
ing proceduresand toolssuch as:

- An NCSP plan to clarify policy, guidance, and procedures for Navy volunteers. This
includes the identification of goals and objectives.

- Reviewing criteria to select Navy personnel exemplifying Navy Core Values of Honor,
Courage, and Commitment.

- Strategies to clearly and concisely communicate with Navy volunteers, Flagship Part-
ners, and the community.

- Procedures for monitoring and evaluating the NCSP projects, partnerships, and activi-
ties, including the collection of metrics regarding numbers of volunteers and volunteer
hours. This allows the Navy command to assess the effectiveness of efforts and the
ability to achieve the NCSP goal and objectives. In addition, the evaluation allows the
Command \Volunteer Coordinator to determine whether resources have been allocated
efficiently, utilized appropriately, and support program goals and objectives.

- Reference the OPNAVINST change or NAVADMIN in conjunction with this requirement.
An annual report describing the actions taken by the command to encourage Navy
personnel to participate in community service activities as well as describing the
command’s involvement. This report should be submitted up the chain of command.

B Encouraging thecommand to participatein community-wide partnerships.

B Coordinating command effortswith other military services, businesses, labor, foundations, colleges
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and univergities, religiousorgani zations, mediagroups, community organi zations, hedlth care centers,
and government agenciesto form partnerships.

Establishing goa sand objectivesaswell as planning projects and activitieswith Flagship Partners.

Attending meetings and eventsrel ated to NCSP proj ects, partnerships, and activitiesaswell as
community relations, youth, school, and volunteer programs.

Publicizing eventsand programsucCesses.  [Te nirpose of the Flagship Partnership should

betoincreasethe availability of resources,
shareresponsibilities, and encourage community

Ensuring that the NCSP Turnover Fileis serviceinitiatives
current and available for each command.
Continuity of involvement in partnership activitiesisacritical component to ensure effectiveresults.
It isimportant to establish and document (1) management guidelines, (2) alist of duties, and (3)
operationa proceduresto facilitate thetransition of the Command Volunteer Coordinator.

Recognizing volunteers.

Ensuring that effortsfocus on addressing community issuesthat may include disaster relief, drug
abuse, crime, homelessness; illiteracy, AlDS, teen pregnancy, hunger, problems associated with
low-income housing, education, health care, and the environment.
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SECTION 3
IMPLEMENTATION OF THE NAVY COMMUNITY SERVICE PROGRAM

The Navy Community Service Program (NCSP) Command Volunteer Coordinator isresponsiblefor
initiating community service projects, partnerships, and activitiesin compliance with policy guidelines. Inthis
voluntary position, the Command Volunteer Coordinator must ensure that command projects, partnerships,
and activitiesa so comply with the objectives of the program and relate to education, citizenship, health and
fitness, environmentd conservation, drug demand reduction, and humanitarian ass stance. The community
service objectivesare noted at the beginning of Section 2, Program Management Responsibilities.

TheRegional or Local AreaCoordinator isthe central point of contact (POC) for the NCSPwhilethe
Command Volunteer Coordinator isthe POC within the command and the community. The Command
Volunteer Coordinator isencouraged to contact the Area Coordinator to obtain assistance while planning
the command’ scommunity service projects, partnerships, and activities.

The AreaCoordinator may possessinformation regarding potentia partnersaswell assuccessstoriesand
lessonslearned from previous partnership efforts. Thisinformation should be shared with the Command
Volunteer Coordinator to facilitate theimplementation of the NCSP projects, partnerships, and activities.
The AreaCoordinator respong bilitiesincludeassisting the Command Volunteer Coordinator intheidentifi-
cation of Flagship Partnersaswell asproviding technica ass stancein the devel opment and management of
projects, partnerships, or activities. The AreaCoordinator should be knowledgeable of current and past
NCSP projects, partnerships, and activities. Thisincludes monitoring other volunteer effortswithin specific
communitiesin order to partner and share resources and responsibilities. The Area Coordinator may aso
recommend theinvolvement of acommand in an established partnership either onaloca or regiond level.

The Command Volunteer Coordinator should usethe Command Interest
Survey (Figure 3-1) to develop command NCSP projects, partnerships,
and activities. Thissurvey should be distributed to the command, com-
pleted by potentia volunteers, and returned to the Command Volunteer
Coordinator. The survey isintended to identify the command' slevel of
interest for projects pertai ning to education, citizenship, hedth and
fitness, environmenta conservation, drug demand reduction, and humani-
tarian assistance. The survey responsesindicate avail able command
resources and support for NCSP projects. Thisinformation also assists
the Command Volunteer Coordinator in preparing aproject plan and
guidelinesto promote the NCSP within the command. The results of the survey should be provided to the
AreaCoordinator to includeintheinventory that tracks NCSP projects, partnerships, and activities. Poten-
tial Flagship Partnerships may be established within the parameters of the Persona Excellence Partnership,
Hedlth, Safety & Fitness, Environmental Stewardship, Campaign Drug Free, and Project Good Neighbor. It
isimportant to identify Flagship Partnership godsand prioritize the projectsduring theinitial devel opment
and implementation of the NCSP projects, partnerships and activities. Establishing goa sand objectivesfor
the Flagship Partnership alowsthe Navy to monitor and eval uate the success of community service efforts.
Theissuesof monitoring and eval uating are addressed in Section 8 of thisguidebook.

Before initiating projects,
partnerships, or activities,
the Command Volunteer
Coordinator should gain
an understanding of the
command interest and
resources for community
service projects.
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Figure 3-1
Command Interest Survey for the Navy Community Service Program

The purpose of thissurvey isto determineyour interestin community service. Your input will beusedto

determinethiscommand’ sinvolvement with aschool or community organization. Pleasetakeafew minutes
to answer thefollowingitems.

Name: Rank/Rate: Date:
Dept./Div.: Work Phone: Work Email:

1. Withwhich type of organization/activity would you bemost interested in volunteering? (Check all that
apply. Number your preferences starting with “1” asyour top choice.)

School Pleaseindicate preferred gradelevels.
___PreK-5 68 __ 912
Youth organizations such as Boysand Girls Clubs, Scouts, etc.

_____ Recreation programs

_____ Programsfor the handicapped
___ Homelessshelters

_____ Fooddistribution programs (Foodbank, soup kitchens, meal deliveries, etc.)
____Neghborhood/community cleanups

____ Homerepairsfor the poor and/or elderly

___ Drugand substance abuse prevention programs

_____Adultliteracy programs

_____ Mentoringyouth

_____ Other

2. How often would you bewilling to volunteer?

_ Weekly _ Bi-weekly _ Monthly _ Occasionaly

3. Whenwould you volunteer your time?

___ Duringworkinghours _ Weekdaysafter work __ Saturdays

4. For what period of timewould you bewilling to make acommitment?
___6mos. ___1yrs. __ Morethan lyr.

5. What special talents or hobbies could you share?

Return your completed survey to:
(Rank/Rate) Name (Dept/Code)  (Phone)

Your interest in participating in the Navy Community Service Program isappreciated.
3-2
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Oncethe command has specified areas of interest for volunteer efforts, it isimportant to usethat information
toidentify potential Flagship Partners. Information gathered on potential community service projectsmay be
obtained using the Needs A ssessment Survey (Figure 3- 2) and the Community Group Profile Form (Figure
3-3). The Needs Assessment Survey tendsto focuson opportunitiesto volunteer with educationd institu-
tionswhilethe Community Group Profile Form alowsthe Command Vol unteer Coordinator to obtain more
generd information from various community groups. Once obtained, thisinformation should be considered
and compared with theinformation collected with the Command I nterest Survey (Figure3-1). In addition, it
may be necessary to review command briefing materials.

The Command Profile (Figure 3-4) allowsthe Command Vol unteer Coordinator to identify thecommand's
resources. The Command Volunteer Coordinator should completethisformand returnittothe Area
Coordinator upon initiating aF agship Partnership. The Command Profileisintended to assist the Command
Coordinator in obtai ning information necessary to target NCSP projects, initiate partnershipsand activities,
and informthe Area Coordinator of command involvement in the NCSP. Theinformation obtained fromthe
Needs Assessment Survey (Figure 3-2) and the Community Group Profile Form (Figure 3-3) should be
compared with the Command Profileto identify compatibility between the needs of the community, available
resources, and volunteer support within the command to assist with theimplementation of theNCSPand
deve opment of Flagship Partnerships. The Command Vol unteer Coordinator isresponsiblefor ensuring that
Navy resourcesare used to best match community needs. Information obtained from the Command Profile
should also be used in the preparation of the project plan and guidelines. It isimportant for the Command
Volunteer Coordinator to identify existing community service programsand resourcesin order to expand
opportunitieswithin thecommunity.
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Figure 3-2
Needs Assessment Survey for the Navy Community Service Program

Thiscommand isexploring the possibility of acommunity service partnership. Thissurvey isdesigned to
gather information regarding your organization’ sneedsin theareas of : education, citizenship, heath and
fitness, environmentda conservation, drug demand reduction, and humanitarian assstance. Theinformation
will beused to coordinate theinterest, knowledge, and skills of our command with your organization's
needs. Thiswill enablethe establishment of apartnership that addressesthe Navy’ sgoal of promoting
volunteerism and community serviceto assst in the education and enrichment of the nation’ syouth and
communitiesand revitaizing citizenry.

Name of Organization:
Point of Contact: Phone;

Pleaseidentify fiveitemsthat represent the organization’ sgreatest needsand prioritize these needswith
1=highest and 5=lowest.

___ ClassroomActivities(Circleapplicable) ~_ Skill Building (Circle gpplicable)
Tutoring Whiting
Proctoring Exams Spesking
Language Tutoring Reading
Computer Programming Hedlth and Physical Fitness
Career or Academic Planning Mathematics
TimeManagement Science
Other Government and History
___Vocationd Skills(Circle Applicable) Foreign Language
Drafting Engish
Graphic Design Higtory
Automotive Busness
Electrica Home Economics
Carpentry Art
____ HedthandFitnessProgramAssstance L andscaping and Beautification Projects

Library Assistance Building Improvements

School Newspaper Publication Club Sponsorship (Browniesand Cub Scouts)

Computer Laboratory Assistance ChaperoneField Tripsor Tours
Community ServiceActivities Other (Please Specify) :
Guest Speaker
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Figure 3-3
Community Group Profile Form for the
Navy Community Service Program

Nameof Organization:

Address

Organization Director: Title:

Contact Person: Phone:

Organization’ sCaendar Year to (please attach calendar)
(month) (month)

Specid Programs.

Please answer asapplicable:

B What deficiencieshave beenidentified inthefollowing areas?
 Education (all subject areas, basic skills)
» Hedth and Fitness (nutrition, exercise, substance abuse prevention)
* Environmenta Conservation (recycling, cleanup and beautification projects)
» Citizenship (responsible behavior, saf-discipline, community service, civics)
* Humanitarian Ass stance (food drives)

B What activitieshave beenidentified for the Navy to assist in apartnership to addressthe deficiencies?
B \What unique characteristics describethe organization?

B What resourcesare avail able to establish apartnership (for example, staff, equipment, educational
materid, and facilities)?

B \What partnerships hasthe organi zation established?

Name of Partner Typica Partnership Activities
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Figure 3-4
Command Profile for the Navy Community Service Program

Name of Command (no acronyms please):

Address;

Name of Command Volunteer Coordinator:

Phone Number: DSN: Email:

Command description (Size, Mission):

Command area of interest or expertise:

Current community involvement: ___Persond Excellence Partnership Flagship
___Hedth Safety and Fitness Flagship
____Environmental Stewardship FHagship
___ Campaign Drug Free Flagship
____Project Good Neighbor Flagship

Name of Partner:

Address of Partner:

Number of Volunteers: _ Military ___ Civilian

Resources needed to implement NCSP Projects, Partnerships, and Activities:

Factors Unique to Navy partnerships

1. Navy’'sprimary operationa misson alwayscomesfirst.

2. Nomoney or financia aid hasbeen appropriated or budgeted for partnership programs.

3. Involvement with classified material causes somerestrictionson activities,

4. Unexpected changesin schedules, rotation of staff and deployment of commandsareafact of life.
5. Specid limitationsof thiscommand include:

Please Return to Area Coordinator
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I nformation obtained by utilizing the formsincluded in thissection will providethe Command Volunteer
Coordinatorswith basdline information to support the devel opment of goalsand objectives, alocation of
resources based upon identified needs of the community organizations, aswell asthe selection of projects,
partnerships, and activities. Itisaso helpful for the Command Volunteer Coordinator to devel op short-term
and long -term measurabl e objectives based on community needsand available community or Navy re-
sources. The NCSP objectives, when properly written, provide specific guidance regarding:

B Assstanceto be provided in the course of the community service project.
B Benefitsto beconveyedto Sailorsand civilians.

B Numbersor percentagesof the group targeted to participate.

B Typesandlevesof groups (youth or adult) to betargeted.

B Outcomes(changed levelsof achievement, attitudes, behaviors) expected asaresult of partner-
shipactivities.

When devel oping objectives, itisimportant to be:

—Realistic. The NCSP projects should be within the parameters of the command ability to allocate
resources and meet specific needs of the community. Be conscious of time constraints, the number of
command volunteers participating in the program, the amount of timevolunteersarewilling and ableto
contributetowards activities, and the activities vol unteers support.

—Basic. Maintainabasic program. Volunteersare participating in the NCSP asacollatera duty, above
and beyond regular respongbilities. Thusitisimportant to channel the energy and enthusiasm of volunteers
toward activitiesthat support the community.

—Specific. Communication by the command and Flagship Partnersisessentia if goals, objectives, and
expectationsareto be achieved.

—Respectful. TheNCSP policy and guiddlines provide theflexibility to commit human resources, not
command property for community serviceprojects. Usethisguidebook asareferenceto answer questions
concerning limitations on the commitment of Navy resourcesfor partnership activities.

—Flexible. Partnership involvement changes. It may be necessary to modify the partnership agreementin
the event of acommand deployment, downsi zing of personnd, or changein the command priorities. Dis-
cuss anticipated changes with the Hagship Partners.

Communication Strategies

Command Volunteer Coordinators should be knowledgeabl e of the various Flagship programsin order to
communicate effectively to other Navy personnel, to potentia Flagship Partnersand to the community at
large. Communication should focuson:
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— How the partnership addresses issues associated with education, citizenship, health and
fitness, environmental conservation, drug demand reduction, and humanitarian assis-
tance.

— The Chief of Naval Operations and command’s strong support of the partnership.

— The Commanding Officer’s support of the Flagship Partnership. Evidence of support
may include involvement in signing letters of commendation for Navy volunteers (Figure
7-1), letters of appreciation (Figures 7-2), and distributing certifications of appreciation
(Figure 7-3).

— The success of command partnerships, as well as other Flagship Partner ships throughout
the Navy.

The Command Volunteer Coordinator should contact the Community Relations Officer, the Public Affairs
Officer, the Command Master Chief, and the Executive Officer to promote the NCSP within the command
and to ensure maximum coverage of community serviceactivities. Partnershipsinterna to the Navy arejust
asimportant asthe partnerships established with the external community. An effective partnership consists
of individua swilling to provide support, advice, and assistance. Inaddition, an effective partnershipin-
volves combining resources and sharing respons bilitiesto support the NCSP projects, partnerships, and
activities.

Communication Tools
In order to promote the NCSP projects, partnerships, and activitieswith the command, the Command
Volunteer Coordinator may usethefollowingtools:

Briefings. The preparation of a 15-to-20 minute brief with accompanying material sto be distributed at
every level of command. Thebrief will assst the efforts of the Command Volunteer Coordinator to createa
positive awareness of the NCSP. The briefing should explainthe NCSP (history, god, and objectives) and
includean overview of thefive Flagshipsof the program. The briefing shouldidentify:

B Flagship projects

B Taget groupsfor Flagship Partnerships

B Organizationsthat are potential Flagship Partners
B Expected outcomesof thevolunteer efforts

B Advantagesof participating from the perspectives of the volunteer, the command, the Navy, the
community involved, and other partners.

Additional resourcesmay include videotapes, dides, or other printed materia sto introduce the program.
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Thismaterid isavailablethrough the Regional Coordinatorsaswell asthe Flagship Sponsors.
Briefingsmay be conducted for:

Commanding Officers. Following an endorsement from the Commanding Officer, the Command Volun-
teer Coordinator may want to prepare abriefing for the other senior command personnel. Thefocus of the
briefing should beissuesrelated to community service, volunteerism, and partnerships. Support for com-
mand participation in partnershipsinvolving schools, youth groups, and other businessand community
partnersisgenerated through strategiesthat focus on building awareness of the program’ sbenefits. Itis
important to keep the Commanding Officer, Executive Officer, and Command Master Chief informed of
community serviceactivitiesand progress.

Department Heads. The Command Volunteer Coordinator may want to familiarize department headswith
the NCSP and the concept of Flagships. The Regiona Coordinator may conduct these briefingsin coordi-
nation with the Command VVolunteer Coordinator.

All Hands. Short briefingsfrom the Command Volunteer Coordinator or the Regiona Coordinator may be
conducted for the command to increase awarenessregarding the NCSP. The briefing may occur at daily
musters, during Captain’ s Calls, at indoctrination of newly reporting personnel, on closed-circuit televison
broadcagts, or through email. The command briefing includes an identification of resourcesavailableto
implement the NCSP and devel op Flagships projects, partnerships, and activities. Inaddition, the briefing
provides an opportunity to resolveissues of concernregarding releasetime, travel, and legdlities. These
issuesare addressed in Section 5, Risk management | ssues A ssociated with Commitment of Navy Re-
SOurces.

Encourage the Commanding Officer to use these channelsto promote command support for the program.
Useavideo or dide presentation to highlight the benefits of volunteering. Include examplesof volunteer
activitiesor provideinformation about current or prospective community serviceactivities. Invitevarious
community organizationsto discuss areas of need for volunteer assistance.

Written Communication. ThePublic Affairs Office preparesvarious pressand newsrel easesfor venues
suchas®Navy News Service,” “Navy Times,” and“NAVY Volunteer!” Also, availablearethe Plan of the
Day or Plan of theWeek; command newd ettersor advisories; and generd distribution of naval messages.
The Command Volunteer Coordinator should use these resourcesfor publicizingthe NCSP. For example
of possible entriesto promotethe NCSP, refer to Figure 3-5. Figure 3-6 isan example of apossible
newspaper article.

Also keep inmind the vaue of Fleet Hometown News Releases. They provide public recognition for our
many valued volunteers and offer atremendousvehiclefor sharing the Navy’ scommunity serviceinitiatives
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Figure 3-5
Sample Plan of the Day Entries for the
Navy Community Service Program

to anationwide (often non-military) audience. ThePublic Affairs Officer can providethe Command VVolun-
teer Coordinator copies of the submission guiddines.

PLAY APART INBUILDING A STRONGER AMERICA AND ABRIGHTER FUTURE by
becoming avolunteer intheNavy ‘s Community Service Program. Volunteerstutor, support youth sports
and recreation programs, encourage healthy lifestyles, encourage environmenta conservation, provide
positiverole models, and participate in humanitarian assistance projects. If you areinterested in more
information, contact (Command VVolunteer Coordinator’ sname) at (Iocation, phone number, email).

If encouraging youth to be educated, and responsible citizens, healthy, environmentaly aware, drug-free,
and service oriented isof interest to you, become avolunteer with the Navy Community Service Program.
YOU CANHELPOUR NATION’SYOUTH by tutoring supporting youth sports and recreation pro-
grams, promoting environmental conservation, discouraging substance abuse, and providing apositiverole
model for youth aspart of the command’ scommunity service program with Flagship Partners. Get involved
by volunteering to participatein thisworth while program. To volunteer and obtain additional information,
contact (Command Volunteer Coordinator’ sname) at (location, phone number, email).

STRENGHTEN THENAVY’SIMAGE IN THE COMMUNITY whiledsoPARTICIPATINGAS
AVOLUNTEERINNAVY COMMUNTIY SERVICE EFFORTS. Youcandoal thisby becoming a
volunteer inthe Navy’ s Community Service Program. Itisaprogram designed to assist in the education
and enrichment of America syouth and communities, andinrevitalizing citizenry with regardtoissuesrelated
to education, citizenship, health, safety and fitness, environmental conservation, drug demand reduction, and
humanitarian assstance.

By tutoring, providing classroom ass stance and being apositiverolemode, you can make ared difference
inthelivesof theyoung peoplein thiscommand’ spartner school, youth group, or community organization.
Sign up today to become a Flagship volunteer by contacting contact (Command Volunteer Coordinator’s
name) at (Iocation, phone number, email).

MAKE A DIFFERENCE IN THE LIVESOF YOUTH by becoming atutor, guest instructor, coach, or
mentor through the Navy’ s Community Service Program. Thisinitiative partnersaNavy command witha
local school, youth group, or community organization to focus Navy resources onissuesrelated to educa
tion, citizenship, hedlth, safety and fitness, environmenta conservation, drug demand reduction, and humani-
tarian assistance. Not only will you be helping to build astronger nation, but you will be having fun and
gaining the sati sfaction of knowing you have helped young people develop to ther full potentia. To volun-
teer or learn more about the Navy Community Service Program, contact (Command Volunteer
Coordinator’ sname) at (location, phone number, email).

VOLUNTEERSare needed to tutor students, support sportsand recreation programs, escort student filed
trips, provide specia instruction, and promote healthy lifestylesfor our command sponsored PERSONAL
EXCELLENCE (PEP) FLAGSHIPANDHEALTH, SAFETY AND FITNESSFLAGSHIPS(HSF).
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Figure 3-5
Sample Plan of the Day Entries for the
Navy Community Service Program (con’t)

If you areinterested in becoming avolunteer or want information, contact (Command Voluntere
Coordinator’ sname) at (location, phone number, email).

VOL UNTEERS are needed to work with the community on preserving and restoring natural resources
through our command sponsored ENVIRONMENTAL STEWARDSHIP FLAGSHIP. If youare
interested in becoming avolunteer or want information, contact (Command VVolunteer Coordinator’ sname)
at (location, phone number, email).

VOLUNTEERS are needed to convey adrug demand reduction messageto e ementary, middle, and high
school studentsthrough our command sponsored CAM PAIGN DURG FREE (CDF) FLAGSHIP. If
you areinterested in becoming avolunteer or want information, contact (Command Volunteer Coordinator’s
name) at (Iocation, phone number, email).

VOLUNTEERS are needed to restore hope to the homel ess, the hungry, homebound, sick, or elderly for
our command sponsored PROJECT GOOD NEIGHBOR (PNG) FLAGSHIP. If youareinterested in
being avolunteer or want information, contact (Command Volunteer Coordinator’ sname) at (location,
phone number, emalil).

PERSONNEL,BOTH MILITARY AND CIVILIAN, who areinterested in volunteering to participate
inaFagship Partnership with aloca school, youth group, or community organization, should contact
(Command Volunteer Coordinator’ sname) at (location, phone number, email) to learn more about exciting
volunteer opportunities. Flagship Partnershipsarefun, provide support for local youth, promote healthy
lifestyles, encourage environmental conservation, discourage substance abuse, and encourage humanitarian
ass stancewhile enhancing Navy relationswith thelocal community. Flagship Partnershipsbenefit everyone
involved!

HELP PREPARE OUR NATION’SYOUTH FOR SUCCESSby volunteering for community service
projects. By helping young peopledeveloptother full potentia, you will be making amgor contributionto
ensureabright futurefor our nation. To volunteer or to obtain additional information, contact (Command
Volunteer Coordinator’ sname) at (location, phone number, email).

FIND OUT HOW YOU CANCONTRIBUTETO A STRONGERAMERICAANDA
BRIGHTER FUTURE ataGMT session onthe Navy Community Service Program (NCSP) at (time) on
(date) in(place). For moreinformation, contact (Command Volunteer Coordinator’ sname) at (location,
phone number, emalil).

SEVERAL HOURSOF YOUR TIME each week or month canmakeaL IFETIME OF DIFFER-
ENCE TO A CHILD. Whether it’ shel ping out on Sport’ sDay, judging an art contest, assistingina
computer lab, or tutoring achild who desperately needs additional personal instruction.. THERE ISA
PLACE FOR Y OU inthe Navy Community Service Program. For information about how you canjoin
our partnership team, contact (Command Volunteer Coordinator’ sname) at (location, phone number,
emall).

Adapted from material s provided by Naval District Washington, Washington, D.C.
3-11



Navy Community Service Program

Figure 3-6
Sample Community Service Newspaper Article

** Alwaysget hometown information (city and state) from participants, in casethearticleismarketed
outsidetheimmediate Navy audience.

** | dentify personnel by their rating/ranks, Chief Yeoman Mark Jones, Illustrator Draftsmand Second Class
MonicaSeles, Seaman Amy Hill, Commander Jeff Beans, Ensign Chet Marks, etc.

(Your story could begin with an intriguing lead paragraph or two about service personnel enjoying
their liberty, but also frequently taking time to give to others as well... and then lead into the next
paragraph, or the story could begin with the next paragraph as lead.)

Submitted by (rank) (name)
(command) (title)

On (date) morethan (number) (name of command) (personnd, Sailors, Airmen, etc.) turned out for a
(restoration, beautification, etc) project at (nameof school, hospital, etc), lending their handsand heartsto
the (children, elderly residents, etc) of the community.

Throughout the (number) hour day, teamsof (number) peopletraded off doing...(Summarizetheactivity in
one or two sentences).

“Upbeat quote from someone who participated about how much they enjoyed being ableto help out,” said
Petty Officer (name, command, hometown information). “Completetheir quote with ashort sentiment
followingther identificationline.”

The project, which was organized by (nane and command association of organizer) (saved the school more
than $1,000 in labor fees, generated more than oneton of waste from the roadside, positively impacted the
livesof thesenior citizensliving inthe home, etc...thisinformationissmply theresult of the project.)

“Quote from organizer about why he or she decided to put the project together or how they got theideato
doit,” sad(last nameonly). “Finish up this paragraph with an amplifying statement from the same person.”

But thosefedingsweren’t felt by the volunteersalone. They werea so felt by those who benefited from
their kindness. (Thisisatrangtion paragraph, telling the reader you are changing from aquotefroma
volunteer to aquotefrom arecipient of the project. You canwriteitinmany different ways.)

“Quotefrom student, senior citizen, etc about theimportance of the project and how much it impacted their
life,” said (name, a4th grade student, aresident at the home, etc).

If that last quoteis strong enough, you may chooseto finish thearticlewithit. If not, you canwriteashort
conclusion saying something about the Navy’ s continuing commitment to the community and peoplewho live
init.

All stories could be ended with astatement smilar to this: If you would liketo find out more about how you
can make animpact in the community, or haveanideafor aproject, contact the command community

service coordinator, (name) at (phone number, ema'é). 1
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Decision to Pursue Flagship Partnerships
Each Navy command should determinethe type of Flagship partnershipsthat complement the command's
identified godls, objectives, and interests. The command hasfour options:

B |nitiateapartnership to include the command and one other organization
B Coordinatewith an established local partnership

B Coordinatewith an established regiond partnership

B |nitiatealocd or regiond partnership

Theadvantages of participating in acoordinated regiona partnership include accessto additiona resources
that are unavailable through the command or from local partners; exposureto alarger basefor ideas,
drategies, and activitiesfocused on community service; wider accessto technicd assstance; and share
responghilities.

The command may chooseto initially participatein onetype of partnership, then expand into others. Itis
important to focus efforts so that resources are used in an effective and efficient manner. A command may
decideto partner with one organization and dowly expand to partnering with severa organizationsto
achievethegoal and objectives of aspecific project.

Contact with Potential Flagship Partners

After gathering information about apotentia partner, initial contact should bemade by mail. Anintroductory
letter should be sent to apotentia Flagship Partner or to alocal and regional partnership, if oneexists. The
letter should explain the goas and objectives of aFlagship Partnership, identify the command’ spoint of
contact including phone number, and suggest ameeting timeand location.

Once contact has been established, aninitia meeting should be scheduled with all potentia partnersin
attendance. To addressthe needsof thecommunity or organization, thisinitial meeting should focuson
identifying primary pointsof contact, availableresources, and responsibilities. If the potential partnersare
consdering alocal or regional partnership, representativesfrom other military services, businesses, labor,
foundations, collegesand universities, religious organi zations, mediagroups, community organizations, hedth
care centers, and Government agencies may beinvited to participatein the planning processto establisha
Flagship Partnership. itisimportant that the representatives are able to make decisions on behalf o the
organization.

The Command VVolunteer Coordinator isencouraged to assumeafacilitating rolein thisprocess. Informa-
tion the Command Volunteer Coordinator should distribute at the meeting may includetheresultsof the
Command Interest Survey (Figure 3-1), information on NCSP Fagshipsand Flagship Partnerships, com-
mand information as noted in the Command Profile (Figure 3-4), the mission statement, and command
pointsof contact including the Commanding Officer’ snameand phone number, the Command Vol unteer
Coordinator’ sname and phone number, the command address and information on command capabilities
and limitationsfor involvement in the partnership.
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Prepare a Command Briefing

Civilian organizations are often unfamiliar with the structure, protocol s, resources, and prioritiesof military
commands. A command briefing for potential Flagship Partners should present an effective description of
the command and communi cate the command’ sinterest in community service partnerships.

Thebriefing should be presented at theinitial meeting and may include the use of dides, videos, Welcome
Aboard packets, and other materialsthat containinformation of the command.

Draft a Meeting Agenda

A draft agendashould be distributed to potentia partnersin advance of the meeting and include arequest
for schedulesor calendars. Thisinformationwill assist intheidentification of potentia project dates. A
person should be designated to prepare and distribute meeting minutes. At theinitial meeting, thediscussion
shouldincludethefollowing agendaitems:

B Overview of the Navy Community Service Program and Flagship Partnershipsincluding an
explanation of thegoal, objectives, and purpose of the partnership. Therole of Navy volunteers
should bethat asapartner, not just aresource provider. The Flagship Partnership goal and
objectives should be developed collectively with the partners. Rolesand responsibilitiesaswell
as expected outcomes should be agree upon.

B Review of Needs Assessment Survey (Figure 3-2) or Community Group Profile Form (Figure
3-3) and an explanation of the compatibility of theNavy ‘sgoa, objectives, and available
resourceswith the needs of the potential Flagship Partner.

B |dentificationinformation for potentia partnersincluding organization profilessuch asstructures,
operations, and personnel. Thisagendaitem includesthe command briefing and review of the
Command Profile (Figure 3-4).

B Discussion of theavailableresourcesincluding the number of volunteers, thetypesof projects
supported by the command and other potentia partners, aswell as schedulesfor projects.

B |dentification of challenges, barriers, and reservationsregarding the potentia Flagship partner-
ship.

B Quedions.

Task Forces and Committees

Task forcesare convened at local, state, regional, and national levelsto foster and guide changesin policy
and to solidify the recruitment of whatever accompanying legidative and financid supportisrequired. If a
task force or committeeisactivein the community , the command may be ableto join an existing partner-
ship. The presence of atask force usualy indicatesthat procedures, strategies, and activitieshave been
formally established. The Command Volunteer Coordinator should determineif the command needsare
compatiblewith thetask forcegods. Itisimportant for the command to participate in partnershipsthat
comply with the objectives of the NCSP and focus on projectsinvol ving education, citizenship, hedlth,
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safety and fitness, environmenta conservation, drug demand reduction, and humanitarian assstance. The
purpose of apartnership isto enableapooling of resources an sharing responsibilitiesto addressthe needs
of thecommunity.

The Command Volunteer Coordinator may form acommittee to implement the NCSP projects, partner-
ships, and activities. Thiscommitteemay beinvolvedintheinitia effortsof the command by brainstorming
ideasfor potential projects, partnerships, and activities. Questionto raiseat thistimeinclude:

B \What arethegoa sfor establishing aloca or regiond partnership? How would the partnership
affect the community and addresscommunity needs?

B What organizations should be considered for the partnership?
B \What aretherolesand responsibilities of partners?

B How should the partnership be structured?

B Wherewould the partnership be headquartered?

B How wouldthe partnership be staffed?

B How would the partnership befunded?

B What should bethe next steps?

If adecisonismadeto pursuethe Flagship Partnership, membersof theinitia planning group should
contact other arealeaders and expand the dialogue. Thegoal of the group isto broaden the base of ideas,
concernsand information before actively devel oping the partnership’ sorganization, programs, and activities.

Command Role in a Flagship Partnership

If the command decidesto join an existing local or regiona partnership effort, or to act asacatalyst to
initiate such an effort, the Command Vol unteer Coordinator becomes aparticipating partner, liaison, and
facilitator for Navy resources. Whatever type of partnership the command decidesto pursue, the subse-
quent action should be planned with input form al partnersinvolved. 1ssuesthe Flagship Partnersshould
resolveinclude:

B Scheduling follow-up meetingswith partnersto plan, develop, implement, promote, manage,
and monitor aswell asto evaluate projects, strategies, and procedures

B |dentifying supplementa information to promote and support the partnership

B Planning toursof Navy and partner facilitiesto familiarize volunteerswith other Flagship Part-
ners

B Preparing and conducting orientationsor command briefingsto promotethe Flagship Partner-
ship
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B |dentifying collective needsand resourcesto establish goalsand objectives
B Recruiting and screening volunteers
B Deveopingaconducting training sessonsfor volunteers

B Planning an event to cel ebrate the Flagship Partnership

Command Volunteer Coordinator Turnover File

AsCommand Volunteer Coordinator for the NCSP, responsibilitieswill bechalenging. Asthisisoftena
collatera duty, most new Command Volunteer Coordinatorsarelimited in theamount of timeavailableto
becomefamiliar with the steps necessary for managing the NCSP efficiently and effectively. The Command
Volunteer Coordinator respons bilitiesinclude planning, devel oping, implementing, promoting, managing,
monitoring, evaluating, and sometimesrevitaizing the command' scommunity service program.

Tofacilitatethetrangition of respongbilitiesfrom each Command Volunteer Coordinator, it isrequested that
aturnover file be prepared and maintained. Thefileshould be current and availablefor review. The advan-
tagesof awell maintained turnover fileinclude continuity in Navy Participationin community service
projects, partnerships, and activitiesaswell asthe ability of the Command Volunteer Coordinator to avoid
reinventing thewhedl. Preparing aturnover fileisan excellent way for the Command Vol unteer Coordinator
to becomefamiliar with the program, and to ensure that the program maintains direction and focuswhen it
comestimeto passtheresponsibilitiesto another individual. Figure 3-7, Recommended Itemsfor the
Turnover file, should be used asareference for the Command Vol unteer Coordinator in preparing and
maintaining theturnover file.

B  The Navy Community Service Program (NCSP) Guidebook, and other material available through Com-
mander, Navy Installations Command (N-255).

Copies of al instructions and guidance that apply to the NCSP (Refer to Appendix A for initia listing).
NCSP points of contact for Chain of Assistance:

N-255

Flagship Sponsors

Fleet Commander

Regional and Local Area Coordinators

Unit Commander, Commanding Officer, or Officer in Charge (command personnel responsible
for community service activities)

Command \olunteer Coordinators (including contact information for local area commands)
Public Affairs Office personnel
Flagship Partners (Name of Flagship Partner, POC, and phone number)

Command volunteers
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Figure 3-7
Recommended Items for the Turnover File for the
Navy Community Service Program

Job Description: Include duties and responsibilities (refer to Section 2) and who you report to and who
reports to you.

Program information such as Memorandum of Understanding (Section 6 Figure 6-1) and Activity Planning
Checklist (Section 6 Figure 6-4) for each program.

Information on volunteers, including contact information and areas of interest for:
\olunteers who participate on a regular basis.

\olunteers who occasionally supply in-kind donations, for example: logistical and supplemental
support (transportation, refreshments, tours, etc.) & special events assistance

Updated list of Navy personnel available as speakers. Include name and rank, command, availability, and
qualifications by area of expertise (education, citizenship, health and fitness, environmental conservation,
drug demand reduction, or humanitarian assistance). Thislist isin the from of a computerized resource
guide that can be updated periodically.

List of personnel not presently active as volunteers, but have indicated an interest in volunteering.
Protocols, rules and regulations of Flagship Partners that are pertinent to interaction with Navy volunteers.
Copy of Flagship Partners addresses and phone numbers.

Map of the area, showing the location of the Flagship Partnership project or activity.

Copies of schedules, agendas, minutes, notes from Flagship Partnership meetings as well as correspon-
dence describing successes and lessons learned, memorandums, newdetters, media references, and
training seminars.

Promotional ideas including newspaper clippings, news releases, sample flyers, and notices that draw
attention to events within the command.

Letters of appreciation from Flagship Partners.
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SECTION 4

NAVY VOLUNTEERS

General Guidelines
V olunteersmay include uniformed officers, enlisted personne, or Department of Defenseciviliansand family
members. Family membersare not covered under command liability and should obtain liability coverage.

The Command Volunteer Coordinator isresponsiblefor recruiting, screening, interviewing, training, assgn-
ing, and recognizing Navy volunteers. Therecognition of volunteersisdiscussed in further detail in Section
7, Navy Volunteer Recognition. The Commanding Officer may approvethe appointment of an Assistant
Volunteer Coordinator towork directly with the Command Volunteer Coordinator. The Assistant \Volunteer
Coordinator respong bilitiesinclude ass sting the Command Vol unteer Coordinator with therecruitment,
screening, training, assgning, and recognizing volunteers. Vol unteersshoul d:

B Bereviewed. Thisrequiresthe Command Volunteer Coordinator to establish criteriato review
volunteers considered to be unacceptabl e candidatesfor the volunteer position. It isimportant
to be aware of therights of the potentia volunteer during the screening process.

B Beinterviewed. Inaddition to interviewing the candidate, the Command Volunteer Coordinator
should verify theinformation obtained in the gpplication and during theinterview. Thisincludes
contacting references.

B Receve orientation and training with regard to the Navy Community Service Program (NCSP)
projects, partnership, activities, and responsibilities. The Command Vol unteer Coordinator
should communi cate the expectations of the command with regard to thelaws, policies, guid-
ance, and procedures.

B Participatein uniform when appropriate.
B Berecognized.
Volunteers should not:

B Findthemsevesinasdtuation of onevolunteer doneinaroom or other settingwithasingle
youth participant.

B Beperceved astaking the place of paid personnel.

W Utilize, commit, or donate government equipment or fundswithout command approval.
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Recruiting Volunteers
Strategiesto recruit volunteersinclude thefollowing:

Ask. Smply asking individualsto participate isan effective method to recruit volunteers.

Establish A Community Service Committee. The committee could include the Commanding Officer,
Executive Officer, Command Master Chief, Command Volunteer Coordinator, Public Affairs Officer anda
representative from each department within the command.

| dentify Representatives. Theseindividualswould be responsiblefor distributing NCSP volunteer infor-
mation and responding to commonly asked questions.

Didtribute Flyers. At least two weeks beforeaformal recruitment session, distribute flyers describing the
NCSP (Figure4-1).

Decorate a bulletin board, bulkhead, or other area for posting messages, clippings, and pictures.
Thisdesignated space should be utilized consistently and updated regularly to publicize the command's
Hagship Partnership efforts. Utilize student art work or other promotional information for the NCSP
projects, partnerships, and activities. Thisspace should also be utilized to adverti se the continuing need for
volunteers.

Submit Articles. Prepare articlesfor the base newspaper with regard to community service and volunteer
opportunities. Publicizing the opportunitiesin the base newspaper will assist in recruiting volunteersyear-
round.

Promotethe NCSP at the Command I ndoctrination. Utilize the command indoctrination to motivate
newly arrived personnd to volunteer for community service projectsand activities. Thisisaccomplished by
involving the Command Volunteer Coordinator in the check-in procedure, or including information in the
Welcome Aboard packages.

Obtain Testimonials. Document the experiences of command volunteersor other commands. Thismay
includean explanation asto what prompted their involvement in community service effortsand what benefits
have been gained from participating in the NCSP projects, partnerships, and activities.

Recognize Active Volunteers. Expressing appreciation for individua sinvolved in community servicewill
generateinterest among other Navy personnd. It isimportant to cons stently recognize volunteers.
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Figure 4-1
Flyer for the Navy Community Service Program (Sample)

NAVY COMMUNITY SERVICE PROGRAM
FLAGSHIP PARTNERSHIPS

Volunteers are needed to assist with projects related to education,
citizenship, health safety and fithess, environmental stewardship,
drug demand reduction, and humanitarian assistance. Navy volun-
teers will assist in the education and enrichment of the nation’s youth
and communities.

If you are interested in participating as a volunteer in the Navy Com-
munity Service Program, contact the Command Volunteer Coordina-

tor:

Help build Flagship Partnerships by becoming a volunteer!
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Figure 4-1
Flyer for the Navy Community Service Program (Sample) (con’t

Navy Community
Service Program

Volunteers are needed to assist with projects
related to education, citizenship, health safety
and fitness, environmental stewardship, drug
demand reduction, and humanitarian assistance.
Navy volunteers will assist in the education and
enrichment of the nation’s youth and communi-
ties.

If you are interested in participating as a volunteer in the Navy Community
Service Program, contact the Command Volunteer Coordinator:

Help build Flagship Partnerships by becoming a volunteer!

| am interested in becoming a Navy Community Service Program volunteer!

Detach this section of the form and return to:

Name: Rank/Rating:

Work Section/Department:

Work Phone Number and Extension:

Supervisor:
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Volunteer Reviewing

Asthe Command Volunteer Coordinator for NCSP activities, it isimportant to support an active community
service programwhich will foster good rel ations between the command and thelocal community. In addi-
tion, itisimportant to promote high morale and team building among Navy personnd while at the sametime
protecting the Navy, the command, Navy volunteers, and the community impacted by the NCSP and
Flagship Partnerships. Thisinvolvesavoiding alegations of misconduct, negligence, or other wrong doing.
Risk management isanecessity for al Navy leadersto ensurethat issues of volunteer liability are addressed
prior to the development of problems. A few simple steps should ensure that the NCSP complieswith Navy
requirementsand reduces adverselegal action.

Navy military and civilian personne who indicate an interest in participating in command sponsored commu-
nity service activitiesshould bereviewed for suitability prior to receiving an orientation and assgnment. It is
important to examine volunteer applicationsfor suitability for the NCSP and Flagship Partnershipsaswell as
verify information provided by the gpplicant. Reviewing alowsthe Command Volunteer Coordinator to
eliminateindividuasconsdered to bearisk for particular volunteer positions.

Reviewing volunteersbefore allowing them to represent the command in community service projectsensures
that only individua s demonstrating acommitment to the Navy Core Vaues of Honor, Courage, and Com-
mitment are accepted asaNCSP volunteer. Thisisparticularly important when volunteersare assigned to
projectsinvolving youth, severely handicapped individuals, or elderly individuals. Immediate supervisorsare
inaposgition to provide an assessment of the progpective volunteer’ s suitability. The Command Vol unteer
Coordinator should maintain alist of al volunteerswho have undergone the reviewing processand have
been approved.

Reviewing volunteersisacontinuous processthat isused to ensure that suitable individua sare honored with
the opportunity to participatein the NCSP projects, partnerships, and activities. Thissection provides
information and materialsfor the Command Volunteer Coordinator and the Commanding Officer tousein
sl ecting suitable volunteers and to avoid unnecessary liability to the Navy or command. It isthe obligation
of every Navy command to ensure, to the best of itsability, that the Navy, the command, the volunteers, and
the community impacted by the NCSP and Flagship Partnershipsare protected from harm.

Remember, family members, retirees, and other civilianswho are not empl oyees of the Department of
Defense should be reviewed by the Flagship Partner.

Criteriafor reviewing volunteersmay includethefollowing:
B |sthepotentia volunteer arole modd for youth?

B Doesthe potential volunteer demonstrate acommitment to the Navy Core Va ues of Honor,
Courage, and Commitment?

B Doesthepotentia volunteer demonstratethe potentia for leadership qualities?

B Doesthepotential volunteer posses sound judgment and character?
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B Doesthepotentia volunteer communicate effectively and uselanguage appropriatefor interact-
ingwithyouth?

B If thepotential volunteer has previoudy had problemswith alcohol or drugs, arethe problems
resolved at thistime?

B |sthepotentia volunteer responsible?

B \What positive contributionswill the potential volunteer bring to the Flagship Partnership or
NCSP project?

An additiona method of controlling command liability isto devel op and distribute aposition description for
potential Navy volunteers. The position description will provideatool for Navy personnd to conduct aself-
evauation astotheir suitability for the position. A position description clarifies the requirements and expec-
tationsfor the volunteer and a so provides clear parameterswithin which avolunteer isexpected to perform.
Volunteers should be discouraged from participating in activitiesouts de the parameters of the position
description and warned of the consequences should the volunteer fail to adhereto the responsibilities
identified within the description. In addition, cons deration should be givento the Reviewing Guiddines
(Figure4-2).
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Figure 4-2
Reviewing Guidelines for the Navy Community Service Program

The purpose of reviewing volunteersisto protect the Navy, the command, the volunteers, and the commu-
nity impacted by the NCSP and Flagshi p Partnerships. Reviewing ensures suitable volunteersare assigned
to therolesto which they arebest qudified. Thefollowing guideines may be used when determining an
individud’ ssuitability for youth-oriented community service projectsand activities.

Temperament

Many of the youth selected to receive specia attention through Flagship Partnership projectsand activities
fal intothe category of “at risk” students. Theidentification of “at risk” studentsincludes student who are
learning disabled, economically disadvantaged, or potential dropouts. These youth require additiona atten-
tion, acceptance, patience, innovative and sometimesrepetitive ingtructional approaches. If avolunteer hasa
low frustration threshold, and cannot betolerant, the partnership experience will be unsatisfying for both the
student and the volunteer.Patient, caring, flexible, accepting individua swork best with young children and
children with specid needs. Volunteerswith astructured approach to addressing issues may want to direct
their effortstoward older, more mature students, or may concentrate on activities other than tutoring or
mentoring. Alternativesmay includejudging sciencefair projects, hel ping with school landscape, mainte-
nance, or cleanup activities.

Judgment

Volunteersare often called upon to make judgments on seriousissues. For example, the volunteer may be
faced with deciding whether to drive the student home when the child missesthe regular mode of transpor-
tation. Theanswer isno. Another examplewould be deciding whether the vol unteer should work one-on-
onewith achild doneinaroom? Theanswer isno. Another exampleiswhether avolunteer should share
concernswith aschool teacher regarding the possible abuse or drug situation at home. Theanswer isyes.
Thelist of possible seriousjudgment callsavolunteer may berequired to makeisendless.Itistherefore
important that volunteers be maturein order to manage thesetypes of decisonsin asenditive manner.
Volunteers need to exercise sound judgment if they wish to promote partnership successand minimize
possiblelighility.

Reliability

Volunteerswho are selected must bereliable and responsible. When screening volunteers, supervisors
should carefully consider eachindividud’ scommitment to community service and demonstrated degree of
dependability. Children need to know that they can depend upon adultsto fulfill promisesand keep appoint-
ments. It isdisappointing for childrento look forward to avolunteer’ sarrival only to havethe volunteer fall
to show up. Not only doesthisdisappoint the children, but a soit reflects poorly on the Navy and provides
anegative examplefor childrento follow.When occas ons ari se which necessitate canceling or postponing a
Flagship project or activity, itisimportant to notify the Flagship Partner with sufficient advance notice.
Advancecallingwill allow Flagship Partnersto prepare youth for achangein plansand to make dternative
lesson arrangements.
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Figure 4-2
Reviewing Guidelines (con't)

Communication Skills

To effectively act asatutor, guest speaker, or instructor, avolunteer should be reasonably articulatein
verba presentation of ideas, enunciation, pronunciation, and grammar. Reasonsfor thisareobvious. If a
volunteer cannot be understood readily or setsapoor examplein speech patternsand language usage, the
volunteer will not be aproductive examplefor easly influenced and impressionable youth. Supervisors
should ensure that each volunteer has adequate communication skillsto handlethischallenge.

Behavior and Attitudes

Navy volunteers should set the examplefor children to emulate when it comesto behavior and attitudes.
Children should be ableto note that Navy volunteersfollow therules, exercise good mannerswhen interact-
ing with other individua's, accept respong bility, maintain apositive outl ook, and demonstrate acooperative
spirit. Children should seethat the volunteers embody good work ethics such astimeliness, thoroughnessin
completing assignments, respect for supervisors, willingnessto work hard, and positive attitudeswhich
foster cooperation and good morae.

Appearance

Volunteersrepresent the Navy when interacting with the public. A nest, clean appearanceisimportant, both
asareflection onthe Navy aswell asan examplefor impressionable children.Navy personnel with sub-
stance abuse problems, ahistory of disciplinary situations, or poor military performance should not be
permitted to partici pate as Flagship Partnership volunteersin youth-oriented programs until they have
adequately demonstrated that these conditionsno longer exist. Careful volunteer screening and selection of
suitablevolunteerswill contribute significantly to program success.

Adapted from materials provided by Naval District Washington, Washington, DC
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Step 1. Volunteer Application and Request Chit

The Command Volunteer Coordinator should provide copies of avolunteer application packageto inter-
ested Navy personnel. Thisapplication package consists of the Volunteer Application (Figure4-3), the
Volunteer Regquest Chit (Figure4-4), and aCommand Endorsement Form (Figure4-5). Figures4-3, 4-4,
and 4-5 provide only samplesof theseforms. A command may generate aform of smilar construct that is
tailored toitsneeds.

TheVolunteer Application and Volunteer Request Chit should be completed by the applicant and routed to
the Command Coordinator viathe L eading Petty Officer, Division Officer, Department Head. The Volunteer
Request Chit must contain responsesfrom key supervisory membersregarding whether they recommend or
do not recommend the applicant for avolunteer position.

The purpose of the Volunteer Request Chit isto ensurethat the volunteer’ schain of command is supportive
of the NCSP projects, partnerships, and activities. This step also providesthe Commanding Officer and the
Command Volunteer Coordinator with the assurance that the applicant’ ssuitability issupported by key
supervisory members.

Step 2. Endorsement Process
The Department Head should compl ete the Command Endorse- Always remember to ensure the

ment Form (Figure 4-5). Thisform should be forwarded to the confidentiality of applicant
Command Vol unteer Coordinator along with the VVolunteer information, and to limit
Request Chit (Figure4-4) and VVolunteer Application (Figure4- disclosure of information to

3). The Command Endorsement Form should contain aresponse personnel with a need to know
for each of the checkoff items. Thelist of checkoff items pro-
videsthefind endorsement authority, usually the Department
Head, the opportunity to conduct aquick but thorough checkoff of all the areasthat need to be considered.
Additionally, the Command Endorsement Form contai nsa statement that the endorsement authority has
reviewed the applicant’ sservicerecord and thiswill ensurethat any red flagsthat appeared during the
review are addressed, if necessary. Thisprocessmay involve contacting the Family Advocacy Program
(FAP) Manager for referras, or thelocal police department for arrest recordsif drugs, alcohal, or child
abuse or neglect isinvolved. Thisinformationisnot readily known or availableif strictly military recordsare
reviewed.
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Figure 4-3
Volunteer Application for the
Navy Community Service Program (Sample)

NOTE: Command Volunteer Coordinator sareencouraged totailor thisapplication to meet
specific support needs.

Date:
Name:
(Last) (First) (Middle) (Rank/Reting)
Division: Duty Section:
Home Address: Work Address:
Telephone: Work Telephone:
E-mail:

Current Job Responsibilitiesand Hours:

Specid Skillsand Training:

Hobbiesand Interest:

Community Involvement (clubs, church, service organizations)
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Figure 4-3
Volunteer Application (con’t)

| aminterested in participating in the NCSP and would liketo assist with the (check box):

O Persond Excellence Partnership (PEP) Flagship
Tutoring in academic subjects
Mentoring student or ass sting with research projects
Assigting studentswith specia projectsor computers
Asssting with physical education classesor sportsteams
Assstingwith clubsduring school time

O Hedth, Safety and Fitness (HSF) Flagship
Sportsand recreation activities
Youthfitnessactivities
Specid Olympics
Safety and hedlthfairs

O Environmental Stewardship (ES) Hagship
Environmentd stewardship activities
Presentations on environmental issues
Environmenta cleanup activities

O Campaign Drug Free (CDF) Flagship
Campaign Drug Free presentations
Drug Educationfor Youth (DEFY) activities
Drug Abuse Res stance Education (DARE) activities
Red Ribbon Week events

O Project Good Neighbor (PNG) Flagship
Food drives
Repairs and renovations of sheltersand homes

Asssancetolessfortunateindividuasin timesof need
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Figure 4-3
Volunteer Application (con’t)

Theagelevel | would bewillingto assistincludes:

O Preschoal
O Elementary (Kindergarten- 3rd grade)
O Elementary (4th-6th grade)
O Middle Schoal (7th-8th grade)
O HighSchool (Sth-12th grade)
O Adults

Timeavailableto volunteer (please X) Frequency willing to commit
O Working hours O Weekly
O Afterwork O Bimonthly
O Evenings O Monthly
O Weekends O Other

If you checked “yes’ for weekday or weekend assistance, what days and hourswould you be available?

Return Formto:

(Name/rank of Command Volunteer Coordinator) (Department/Code) (Phone number)

Your interest in Navy Community Service Program Flagship Partnerships is appreciated.



Navy Community Service Program
Figure 4-4
Volunteer Request Chit for the
Navy Community Service Program (Sample)

Dae
Fom:  (Applicant Rate/Name)
Ta Command Coordinator
Via (1) Leading Chief Officer ___recommended ___not recommended
(2) Divison Officer ___recommended ___not recommended
(3) Department Head ___recommended ___not recommended

Subj: REQUEST TO PARTICIPATEIN THENAVY COMMUNITY SERVICE PROGRAM
BEd: () Volunteer Application for the Navy Community Service Program
2 Command Endorsement Form

1. | request permissionto participatein (nameof command) Navy Community Service Programwith
(name of Flagship Partner). | have completed the Volunteer Application, whichisincluded asenclosure (1).

2. Iwill commit myself to active participation in the program for (specific timeframe).

3. | haveincluded the Command Endorsement Form (enclosure (2), which isto be completed by the
Department Head. Thisform provides additiona information for the Command Volunteer Coordinator to
evaluae.

4. | amawarethat consideration to participatein the Navy Community Service Programinvolvesan
interview process and informal background check to determinemy suitability for working with youth ori-
ented organizations.

(Sgnature)
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Conducting aninformal background check allowsthe Navy to ensure the safety and protection of everyone
involved in the NCSP and Flagship Partnership. The background check isessentia to rule out any major
risk factorsthat could interfere with the Navy’ sreputation and the program’ s success. Ensuring the suitability
of volunteersisparticularly important in programsinvolving youth. Applicantswho fed threatened by this
explanation and chooseto pull their application are probably not best suited for the program.

Confidentidity isessentid during theinitid reviewing process. To maintain confidentiality, authority to contact
the FAP should be limited to the Department Head, Executive Officer, or higher authority. Alwaysremember
to ensurethe confidentiality of applicant information, and to limit disclosure of information to personnel with
aneed to know.

For applicantswho clearly do not quaify for the NCSP, the Command Volunteer Coordinator should
express an appreciation for their interest and if aspecific reason for thergection isrequested, stick to
objectivefacts. The Command Volunteer Coordinator should ensurethat consi deration hasbeen given
toward any volunteer positionsthat theindividual may still bequalified tofill, but it isimportant that the
Command Volunteer Coordinator avoid risksto the Flagship Partner, the command, and the Navy.

Step 3. Interview Process

After receiving the potentia volunteer’ s Command Endorsement Form from the Commanding Officer or
designee, the next step isto interview the gpplicant to obtain supplemental information to ensure selection of
suitableindividuds, particularly for youth-oriented programs. Aninterview, if properly conducted, will assst
inidentifying applicantsthat are qualified for the volunteer position aswell asidentify applicantsthat should
berg ected for unsuitable characteristics. Applicants may decideto withdraw themselvesfrom consideration
onceadditiond information isshared regarding expectations and responsbilities.

I nterview questions should be open-ended, thereby requiring more responsethan asmpleyesor no. The
guestions should enable atwo-way exchange of information between theinterviewer and gpplicant. Re-
member, the applicant also needsto have an opportunity to ask questions about the program. The Com-
mand Volunteer Coordinator aswell asother individual s ass sting with theinterviews should befamiliar with
the Screening Guidelinesprovided in Figure4-2.
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Figure 4-5
Command Endorsement Form for the
Navy Community Service Program

DEPARTMENT HEAD ENDORSEMENT:
From: Department Head
Too  Command Coordinator
Subj: NAVY COMMUNITY SERVICE PROGRAM
End: (1) Volunteer Request Chit
(2) Volunteer Applicationfor (applicant’ sname)

1. I havereviewed enclosures (1) and (2). In addition, | have reviewed the applicant’ s Personnel Record as
part of thereviewing processfor the Navy Community Service Program. Additiondly, thefollowing suitabil-
ity criteriahave been carefully considered:

YES NO
Isthere any documented evidence of drug usage or a cohol abuse?
Doesthe applicant’ srecord indicate unsatisfactory job performance?

Doesthe applicant have any history of court martia, non-judicial
punishment or involvement with civil authoritiesinthe previous
two years, or any magjor offenses anytime during the period of service?

Doesthe applicant present aneat, professiona appearance?

Will the gpplicant reflect the command' shigh standardsin his’her
roleasaNavy ambassador?

Hasthe applicant been referred to the Family Advocacy Program
(FAP) or ishe/she experiencing any unusud family, marital or financia problems?

2. Thisapplicant isstrongly recommended/not recommended for participation in the Navy Community
Service Program.
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The Command Volunteer Coordinator may want to usethefollowing interview questionsthat were devel -
oped by the Boysand Girls Club of Americaand have been adapted for useinthe NCSP.

1. Why areyou interested in volunteering for our program?

Bedert for someonewho over-identifieswith children, isunduly excited about the possibility of working
with children, or who emphasizesthat working with children ismuch easier than working with adults.

2. How would you describe yourself?

3. Please tell me about a situation in which you were responsible for disciplining a child, other
than your own.

Listenfor useof excessiveforce, denigration of the child, unrealistic expectations about the children’ sneeds,
or use of disciplinetechniquesthat would violate the program’ sintent.

4. What appeals to you most about volunteering for the program?

Bedert for apreferenceto beleft doneto“dotheir ownthing.” Also usethisopportunity to explainthe
command’ sprocedure for addressing Situationswhere avolunteer has el ected to stray from the responsibili-
ties noted on the position description and the Flagshi p Partnership Memorandum of Understanding. For an
example of aMemorandum of Understanding, refer to Figure 6-1.

5. What was your childhood like?

Thisquestion isintended to help uncover if the applicant was subjected to abuse asachild. If the applicant
was, there may be an elevated chancethat he or she could be abusive. Individual swho were abused as
children and who haveresolved their victimization have the potentia to be excellent volunteersand provide
positiverole modelsfor children. Applicantswho appear not to have resolved their own childhood victim-
ization should be screened out of unsupervised contact with children.

The Command Volunteer Coordinator should not rule out a person based on responsesto just oneof the
questions above. However, an exception to thiswould beindividua swith adocumented history of child
victimization.

CAUTION! Applicants who are good candidates for working with children and those who are a
threat to children share many characteristics. Rigorous interviewing can help the Command

\olunteer Coordinator to distinguish the difference.
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Step 4. Volunteer Placement
Navy personnel selected to participatein the NCSP and Flagship Partnerships must demonstrate appropri-
atecredentiasor qualificationsto perform thetasks.

The Command Volunteer Coordinator should track each volunteer entering the NCSP. Thisshould be
accomplished by maintaining ataly onthe Program Information Sheet (Figure4-6). Thisinformation should
be reported to the Regional and L ocal Area Coordinatorsregularly to maintain aconsolidated, up-to-date
record keeping system.

The procedurefor recruiting volunteerswho have previoudy participated in Navy community service
projectsincludesreviewing thelist of volunteerswho are approved to participatein the NCSP and Flagship
Partnershipsand who area so ill in the command. The Command Vol unteer Coordinator should also
review the VolunteerPost Project Survey (Figure4-7) that was completed by the volunteer. Theinformation
collected through the Vol unteer Post Project Survey will tell the Command Volunteer Coordinator if the
volunteersenjoyed the experience, if they thought the project wasworthy of thetime and resourcesalo-
cated, and if the volunteers perceived their effortsresulted in apositiveimpact inthe areas of education,
citizenship, health safety and fitness, environmenta stewardship, drug demand reduction, and humanitarian
assigtance.
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Figure 4-6
Program Information Sheet for the Navy Community Service Program

Program Year:

Project Flagship: . Persona Excellence Partnership (PEP) Flagship
Health, Safety and Fitness (HSF) Flagship
Environmenta Conservation (ES) Flagship
Campaign Drug Free(CDF) Flagship

. Project Good Neighbor (PNG) Flagship

Command name (no acronyms please):

Full Address:

Community Service Command Coordinator (includerate, rank, or cvilian grade):

Phone Number: DSN:

Name of Flagship Partnership Project:

Nameand Address of Flagship Partners:

Number of Volunteers: Military Civilian
Total Number of Volunteer Hours: Military Civilian

Number of IndividuasInvolvedin FHagship Partnership Activities:
(thisnumber isrelated to the peopl e benefiting from the partnership)

Summary of Activitiesfrom PreviousProgram Y ear:

Return to the Regional and Local AreaCoordinator
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Figure 4-7
Volunteer Post Project Survey for the
Navy Community Service Program

VOLUNTEER POST PROJECT SURVEY FOR THE NAVY COMMUNITY SERVICE PROGRAM

The command isinterested in your assessment of the command' sinvolvement in the Navy Community
Service Program (NCSP). In addition, we woul d appreci ate feedback regarding how the NCSP affected
you personally, and what impact you fed thecommand’ s participation hashad thusfar. Your sincerere-
sponseto each question aswell asyour commentswill gregtly increasethe command’ sability to determine
the effectiveness of the program, aswell asareas of the program that need to be reeval uated.

1. Werethe goalsof the program, based on the needs of the volunteer site, made clear to you?
Yes No  Comments

2. Doyou fed the command ismeeting the needs of the Flagship Partner?
Yes No  Comments

3. What could volunteers or the command do to meet those needs?

4. Werethe Navy’ sresources used effectively?
Yes No  Comments

5. Wasthere effective communication between the Flagship Partnersand the volunteers?
Yes No  Comments

6. Did partners seem satisfied with the projectsand activities?
Yes No  Comments

7. What do you recall asyour best experience(s) whilevolunteering?

8. What, if any, difficultiesdid you encounter in volunteering?

9. Did the Flagship Partners seem to appreciate volunteer efforts?

Yes No Comments

How wasthis appreciation shown?
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Figure 4-7
Volunteer Post Project Survey (con’t)

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

Do you fed you received the proper orientation and training to be an effective volunteer?
Yes No  Comments

Didyour command and department support your involvement in the program?
Yes No  Comments

Did you have any difficulty meeting your pre-arranged schedul e because of collateral duties?
Yes No  Comments

Do youfed your involvement assi sted in the education or enrichment of the youth and the community?
Yes No  Comments

Do you think the program enhanced the Navy’ simagein the community?
Yes No  Comments

Did your involvement in the program affect you persona ly and professionally?
Yes No  Comments

Weighing all factors, would you consider the program asuccess?
Yes No  Comments

Pleaselist the reason(s) you choseto volunteer

Would you recommend volunteering to other Navy personnel ?
Yes No  Why?

What do you think you gained from thisexperience?

Would you participate again in the programif given the opportunity?

Yes No Reasons.

Thank you for responding to this survey. The time you have contributed to the success of the Navy
Community Service Program and Flagship Partnerships is appreciated. This survey should be
returned to the Command \Volunteer Coordinator.

4-20
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In the event that the Command Vol unteer Coordinator selectsto renew or revitalize aFlagship Partnership,
proper recognition should be given to those vol unteerswho previoudy supported the effort and elected to
continueto serve asavolunteer.

If the command has maintained apartnership for an extended time, the Command Vol unteer Coordinator
should contact the partner’srepresentative. Thisindividua may be ableto provide periodic updated brief-
ingsfor potential volunteers. If possible, meet with therepresentative, especidly if the Command Vol unteer
Coordinator or the representativeisnew to the program or partnership.

Volunteer Orientation and Training

Orientation Time and Place

Orientationsfor volunteers participating in the Flagship Partnerships may beformal or informa depending on
the scope of community service program aswell asthe experience and expertise of thoseinvolved. Orienta-
tion sessions should occur frequently to include new volunteers asthey enter the program. Quarterly orienta
tion sessions are areasonable frequency.

Orientation activitiesshould last one or two hoursand include an opportunity for socializing among volun-
teerswho will beworking together. Orientation activitiesfor various community service programsshould be
tallored to the program’ sneeds. Having dl personsinvolved together at the community servicesite, the
command or base, or at another suitable Site encourages an exchange of information and viewpoints, and
hel psincrease the understanding of each other’ sneeds, resources, and limitations.

Preparing for the Orientation

Orientation, istherespongbility of the Command Volunteer Coordinator and Flagship Partners. The Flag-
ship Partnersusualy taketheinitiative to conduct the orientation. Orientation materias, agenda, and proce-
dures should be prepared jointly by the Flagship Partners. Nametags should be prepared for al participants
both volunteersand instructors. The Volunteer Checklist (Figure 4-8) containsinformation that should be
addressed during the orientation.

If the orientation isconducted at the command or base site, the Command Volunteer Coordinator should
assumetheresponsibility for makinglogistical arrangements. The Command Vol unteer Coordinator should
coordinatewith Flagship Partnership representativesto ensure that the orientation activitiesare useful,
appropriate, and meaningful to thevolunteers.
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Figure 4-8
Volunteer Checklist for the Navy Community Service Program

Please use this sheet to take notes during the orientation to ensure that you are initially prepared to
participate in the community service project.

Wheredo | park during the Flagship Partnership activity?
Who do | check inwithto determine my activitiesfor the day?
Wherearetherestrooms?

Where arethe emergency exits?

Towhomdol refer disciplineor participant problems?

What isthe number of participantsand what they arelike (special education, at-risk, low income, college
bound?

What might | expect from participantswith regard to behavior, skill levels, values?

What proceduresareto befollowed if | am unableto participate in aFlagship Partnership activity?
Arethere particular students| will beassisting?

Towhat subject areas or activities| am assigned?

What isthe scheduleto befollowed during the activity?

(Note to Command Volunteer Coordinators: The list above includes sample questions that the
volunteer may want to ask. Volunteer orientation should take place at the Flagship Partner site and
should include a tour of the facilities. With specific information regarding the participants, the
volunteer will be able to maintain a comfort level that allows himvher to be better equipped to
address possible problems.)

Adapted from materials provided by Naval District Washington, Washington DC
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Purpose of the Orientation Session
Theintent of the orientation isto acquaint volunteerswith:

Community servicegodsand objectives.
The stewherethey will beworking.
Thetarget group with which they will work.

Special protocolsand procedures.

Agenda for the Orientation

Introduction of Regional and Loca AreaCoordinator, Command Volunteer Coordinator, and
other Flagship Partners. The presence of asenior Navy officia such asthe Commanding Officer
isrecommended.

Welcoming remarks.
Distribution of avolunteer handbook or other pertinent materialsto volunteers.

Brief profiles of the command and Flagship Partners presented by the Navy volunteerswith
previous experience and Flagship Partner representatives. Cultural differencesshould be
reviewed. The Navy volunteersand Flagship Partnersareinformed on the organization, demo-
graphics, other pertinent data about the target group, description of the group’ sneeds, and
availableresources. The Flagship Partners have the opportunity to learn about the Navy and the
command.

Presentations may include thefollowing information:

- |dentification of objectives.

- ldentification of benefits of the Flagship Partnership.

- Explanation of Command Volunteer Coordinator and volunteer responsibilities.

- Explanation of NCSP organizationa structure, policy, guiddines, procedures, and activities.

- ldentification of Navy and Fagship Partner resourcesincluding materialsand technical
assigtance.

- Discussion of results collected through Needs A ssessment Survey (Figure 3-2) and
prioritization of community needsand identified projects.

Volunteersshould beinformed on:
- Cdendar of eventsincluding project schedule, starting and ending dates, and activity hours.
4-23
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- Description of location of the activity including location of parking and restroom facilities.

- Transportation arrangements (public trangportation, command vehicles, Flagship Partner
vehicle, or persond vehicle).

- Pointsof contact, phone number, fax number, and e-mail address (as appropriate).

- Cancellation procedures.

- Confidentidity issues.

- Reevant state and loca requirementsimpacting community service projectsand activities.
B Question and answer period.

B Socid opportunity.

Volunteer Training

Training will sometimes be needed to prepare Navy volunteersto perform specific tasksfor planned activi-
ties. Training consgstsof instruction that ismore detailed than agenerd orientation. Training isrecommended
for Navy volunteers and Flagship Partnersinvolved in NCSP projectsand activities.

Specid training may be necessary following orientation and isusualy conducted by the Flagship Partner.

Designing a Training Program for Volunteers

The Fagship Partner has primary responsibility for training volunteers. The Command Vol unteer Coordina-
torsshould also beinformed and capable of developing thetraining program. If training is necessary, and no
program exists, the program should be devel oped by the Command Vol unteer Coordinator, and the partici-
pating Flagship Partners.

Training helpsvolunteersto:
B Definethar rolesclearly.

B Increasetheir confidence and leadership abilitiesaswell asidentify resourcesfor volunteersto
obtaindirectionsif an unforeseen event occurs.

B Leanskillstoassstintheselected activity.

B Encourageapositive experience.

B Convey agoodinitia impression.

B Smooth theway for acceptance of the program in the community.
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Guidelines for Training

| dentify the specific community need to be addressed by Navy volunteers.

Definetraining objectives. For example, the objective might bethat volunteerswill acquirethe
skill to communicate clearly with student audiences or that volunteerswill respond appropriately
toacrisgshotlinecdl.

Select among dternativetraining gpproaches. For example, training might include alecture,
demondtration, smulation, role playing, small group activities, discussions, question-and-answer
forum.

Designtraining materialsthat are practica and specificaly support training objectives. Materias
may includeaudiovisuds, flip charts, manuasand other written materiass, or an explanation of
basic research related to thetraining topic.

Select knowledgeabl e individual sto conduct thetraining. For example, trainerscould include
staff members, teachers, Navy trainers, and counselors.

Conduct thetraining.

Evauaethe usefulnessof thetraining.

Volunteer Feedback

The Command Volunteer Coordinator should aways be receptiveto ideas and suggestionsaswell aswill to
address conflictsidentified by volunteers. To encourage volunteer input throughout the year, the Command
Volunteer Coordinator should:

Solicitinput during regular volunteer meetings. Theseideas should be documented if requested
inaverba forum.

Maintain asuggestion box.

Insert the Command Interest Survey (Figure 3-1) as an attachment to the Plan of the Day or
digtribute the survey viaelectronic mail to solicit volunteers periodically throughout the year.

Activity Ideas Submissions (Figure 4-9) should be reviewed routinely and acknowledged.
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Figure 4-9
Activity Idea Submission Form for the Navy Community Service Program

Activity Idea Submission Form for the Navy Community Service Program

Dae

Name: Phone Number:
Name of Community Group:

Point of Contact for the Community Group: Phone Number:
Activity Ideax

Goal or Objective Accomplished ThroughtheActivity:

Thank you for taking time to submit your idea. The idea will be carefully considered in planning
upcoming projects and activities. Please return this form to the Command \Volunteer Coordina-
tor.
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SECTION 5
RISK MANAGEMENT ISSUES ASSOCIATED WITH COMMITMENT OF
NAVY RESOURCES: WHAT'S LEGAL, WHAT'S NOT

Navy personnd participating in the Navy Community Service
Program (NCSP) and Flagship Partnerships should befamiliar
withthe policy, guidance, and proceduresregarding the commit-
ment of Navy resources. This section addressesissuesrelated to
personnd resources, in-kind donations, financia support, and
specia Navy support.

The Navy is authorized to provide
four types of resources: personnel,

in-kind donations, financial, and
special Navy support.

The Command Volunteer Coordinator should maintain copiesof the references noted throughout the NCSP
Guidebook aswell as other applicable policies, guidance, and procedures. Space has been all ocated under

atab noted asReferences. Appendix A containsalist of references noted inthe NCSP Guidebook. Thislist
isincluded in Enclosure (1), Instructions and Guidance Pertaining to the Navy Community Service Program.
Appendix A containsadditiona enclosuresthat provide supplemental informationtoissuesaddressedinthis
section. For clarification, see Appendix B, Definitions.

The Command Volunteer Coordinator should utilizethe The Command Volunteer Coordinator
reference documentsfor clarification to ensurethat NCSP should provide a briefing for the Flagship
projects, partnerships, and activitiescomply with thegoal Partners to clarify relative Navy guide-
and obj ectives of the program. Projects, partnerships, and lines and legal restrictions.

activitiesshould focus upon education, citizenship, hedth
andfitness, environmenta conservation, drug demand reduction, and humanitarian assistance.

TheRegional or Local AreaCoordinator has accessto the noted reference and should be contacted if the
Command Volunteer Coordinator isunableto locate theinformation. The Local AreaCoordinator isalso
availableto assst the Command Volunteer Coordinator with briefingsfor potential Flagship Partnerswho
may not befamiliar with Navy regulations, policies, guidance, and procedures. The briefing should address
legd issuesassociated with community service and volunteerism. For additiona information, contact the
Loca AreaCoordinator, Lega Officer, or Public AffairsOfficer.

Personnel Resources

Navy volunteersare asignificant resource commitment. The Navy volunteers contributeto the success of
the NCSP and Flagship Partnerships, aswell asimpact communities by encouraging educationa achieve-
ment, revitaizing citizenry, promoting health and fitness, implementing environmenta stewardship, encourag-
ing drug demand reduction, and participating in humanitarian assistance. Navy volunteers have experience
and expertisein awidevariety of areas.
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Volunteer Participation Participation in the NCSP
Thecommon ownership of thedefense establishment by thecitizensof the | 4 Flagship partnerships

United States allows personnel to support certain eventsand participate shall be voluntary.
inforumsthat servethe common good.

Participationin the NCSP and Flagship Partnerships shall bevoluntary. Navy civilian and military menand
women from afl oat and shore commands should be encouraged to volunteer for this program to the extent
that participation doesnot interferewith their assigned mission or compromise command operationa gods
or objectives.

Volunteers shal be screened to identify and select Navy personnel possessing technical skillsor aspecific
areaexpertiseand projecting aproper military appearance and attitude. For additiona information regarding
the recruitment and screening of volunteers, refer to Section 4, Navy Volunteers. Improper screening
techniques caninfringe on therightsof potentia volunteersand lead to lawsuits. Thus, the Command
Volunteer Coordinator should understand how thelegal system definestheliability for screening and place-
ment.

Leave and Work Scheduling

Thefedera personnel system provides considerableflexibility to addressrequestsfor leave or changesin
work schedulesto allow employeesto engagein volunteer service. The Navy isencouraged to make
appropriate use of thisflexibility. It isrecommended that consideration be givento the effects of the
individual’ sabsence or changein duty schedule onwork operations and productivity before approving
requests.

Participation in partnership activities should not conflict with assigned duties. Some events, however, occur
during theworking day. The Office of Personnel Management (OPM) recognizesthat it may be appropri-
ate, under limited conditions, to excuse employeesfor brief periods of timewithout loss of pay or chargeto
leave. Excused leave allows Navy personnd to participate in volunteer activities. OPM has determined that
the granting of such excused absence would be limited to those situationsin which the employee' svolunteer
sarvice, intheagency’ sdetermination, satisfiesone or more of thefollowing criteria:

B [tisrelated to thedepartment’ sor agency’ smission,

B [tisofficialy sponsored or sanctioned by the head of the department or agency;

B It will enhancetheprofessiona devel opment of theemployee sskillsinhisor her current

position; or

B Itwill not have an adverse effect on work operationsor productivity.
Careful judgment should be exercised in reviewing requests by personnel to be granted excused absenceto
participatein voluntary service during working hours. Under law, an agency isauthorized to pay the sdlaries
only of employeeswho perform work related to the department or agency’ smission. Asagenera rule, itis

inappropriate to pay an employee engaged in volunteer service. When an employeeispaid aregular salary
while performing serviceson avoluntary basis, the employee, in essence, would no longer beavolunteer.
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Based upon the determinationsfrom OPM, the Commanding Officers may adjust normal schedulesor may
grant liberty, leave, or no-cost temporary additiona duty (TAD) to naval personnel to permit their participa-
tioninvolunteer activitiesif the project or activity meetsthefollowing criteria

B [tisdirectly related to the department’ sor agency’ smission.
W [tisofficialy sponsored or sanctioned by the head of the department or agency.

B Itwill enhancethe professiona development or skillsof theemployeein hisor her current
position.
Supervisors may authorizeflextime or may excuse civilian employeesfor short periodsof timewithout [oss

of pay or chargeto leaveto participatein command-sponsored volunteer activities. Use of overtimeto
support thisprogramisnot authorized.

Reference: Office of Personnel Management, http://www.opm.gov. DoD Directive 1400.25-M,
Subchapter 630, Section G

Office of Personnel Management, Guidance on Scheduling Work and Granting Time
Off to Permit Federal Employees to Participate in Volunteer Activities.

Volunteer Liability

Navy commands should be aware of liability issuesregarding injuriesthat occur during NCSP and other
volunteer activities. The Department of Labor advisesthat, in most instances, personnel who perform
mission-related, agency sponsored or sanctioned, or skill-enhancing volunteer activitieswhile on excused
absence are covered by 5U.S.C. Chapter 81, Compensation for Work Injuries. The Office of Personnel
Management, Federa Personnd Manual, Chapter 810, Injury Compensation, containsfurther information
and guidance onworkers' compensation. Navy volunteersauthorized by their commanding officer to
participatein command-sponsored community service projectsand activitiesare consdered withinthe
scopeof officia dutiesand employment.

Navy personnel, whether civilian or uniformed, are considered to be within the scope of their duty and are
not liablefor mishapsoccurringinan officia capacity during command-sponsored activities. Application of
thisgeneral ruleisdependent upon circumstances and does not protect the volunteer from the consequences
of crimindly negligent actions. VVolunteers acting on their owninitiative, without command sponsorship, are
not smilarly protected.

The Volunteer Protection Act of 1997 providesprotection for volunteersfrom suitsand liability of harm
inflicted when they are volunteering with anonprofit organization or agovernmenta entity when thereisno
criminal misconduct, gross negligence, reckless misconduct, or aconscious, flagrant indifferenceto therights
and safety of others. Thelaw doesnot apply to the operation of amotor vehicle, vessdl, aircraft or other
vehicle, nor to an activity requiring alicense or certification.

It isthe obligation of the command to ensure, to the best of itsability, that the Navy, the command, the Navy
volunteers, and the community served are protected from harm. Commands should not rely upon commu-
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nity organizationsto maintain liability insurancethat extends coverageto include Navy personnel. Itisthe
responsibility of thecommand to arrangefor liability insuranceto cover Navy personnd during volunteer
activities

Claims against the United States are processed in accordance with JAGINST 5800.7C, Manua of the
JudgeAdvocate General.

Reference: The Federal Employees Liability Reform and Tort Compensation Act of 1988

Waivers and Release Forms

Signed releaseformsand waiversare an effectivetool to limit liability against aNavy command in the event
that an accident should occur to non-Navy individuasat aNavy site or on Navy transportation. Thewaiver
or releaseform must bewritten properly to state the potential dangersor possibleinjurioussituationsto
sustain the document. Commands should work closely with aJudge Advocate Genera when drafting a
waiver or rel ease document.

When planning activitiesat Navy commands, the use of awaiver or releaseformisencouraged. Thevigitors
should sign and return thewaiver or rel ease form to the Command Volunteer Coordinator. Theformsare
typically used to obtain apromisefromthevisiting individual sto surrender theright to sue. Waiversand
releaseformsareonly validif signed by an appropriate person (parent or legal guardian for minor children).
Thewaiver or release form should identify therisksinvolved. For example, aship tour exposesthevisitor to
the possibility of dipping or falling when climbing ladders or walking on deck surfaces. Waiversand release
formsdo not protect acommand from negligence, but provide ameasure of protection from nuisance
lawsuits. Contact thelocal Navy Legal Officer to ensurethat the command waiversand releaseforms
comply withlocal legal requirements.

Waiversand releaseformsallow the Navy to take s mple precautionsto protect commandsfrom alegations
of volunteer wrong doing. It isimportant to manage the risksto volunteers, the command, and the Navy.

In-Kind Donations

In-kind donationsfrom the Navy arewide-ranging, but primarily consist of authorizing theuse of facilities
(buildings, rooms, athletic fields) at no cost. Other resourcesthat are considered in-kind donationsinclude
supplies, materias, and equipment. Specifics concerning the use of these resourcesfollow:

Use of Navy Facilities

Commanding officersmay alow the use of command facilitiesin support of Flagship Partnership activities.
All NCSP projects, partnerships and activitiesmust be conducted inamanner free of any discrimination on
the basisof age, race, creed, religion, color, national origin or sex.

Reference: SECNAVINST 5720.44A, Public Affairs Policy and Regulations (Chapter 4)

United States Navy Regulations, 1990 (Art.0835)
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Donation of Surplus Property — :
Donationsof Federal equipment including computer equipmenttoschoolsand | GSAiseligible, in
nonprofit organizationsis permitted by Presidential Executive Order 12999 of appropriate cases,

April 17, 1996, “ Educationa Technology: Ensuring Opportunity for All Chil- to transfer excess
drenintheNext Century.” ThisExecutive Order promotes making modern federal property to
computer technology anintegral part of every classroom, providing teachers state agencies such
with the professional development they need to use new technol ogies effec- aspublic schools.

tively, connecting classroomsto the Nationa Information Infrastructure, and
encouraging the creation of excellent educationa software. In addition, the
Executive Order streamlinesthetransfer of excess and surplus Federal computer equipment to the Nation’s
classrooms and encourages Federa employeesto volunteer their time and expertiseto assist teachersand
to connect classrooms.

The computer donation program isadministered by the Computer for Learning (CFL) Program of theU.S.
Generd ServicesAdministration (GSA). For additional information and proceduresfor donating computer
equipment, the Command Volunteer Coordinator should refer to Appendix A, Enclosure(2), Donating
Excess Computer Equipment to Schools.

Public Law 101-510, passed on November 5, 1990, encourages partnership agreements between defense
labsand educational ingtitutions and alowsthe director of defenselaboratoriesto provide varioustypes of
assistance. Thisincludesloaning defenselaboratory equipment; identifying lab personnel availabletoteach
or assst inthe development of science coursesfor theingtitution; and involving theingtitution’ sfaculty in
defenselaboratory research projects. The Command VVolunteer Coordinator should refer to additional
informationin Appendix A, Enclosure (3), Partnershipswith Defense L absand Educational Ingtitutions.

Donation of other federa propertiesunder the Federa SurplusPersonal Property Donation Program” is
managed by the Property Management Division of U.S. Genera ServicesAdministration (GSA) Central
Office. State surplus property agencies have been established by each state, the District of Columbia, and
U.S. territoriesto distribute persona property designated as surplus by the federal government. Contact the
Director, State Agency for SurplusProperty for the appropriate” state” or contact the appropriate GSA
regiond officefor information on eigibility, program requirements and procedures.

Loan of Surplus Supplies and Equipment

Government property and equipment under normal circumstancesisnot to beloaned on apermanent or
semi-permanent basisto community organizations. However, unclassified government equipment or prop-
erty may beloaned to the community organization for tutoria, short-termtraining, and demonstration
purposes. No equipment should belent out if the command usesthe equipment, nor shouldit belent with
theintent or implication of permanency. Appendix A, Enclosure (4), Standard Property Loan Agreement, is
aform that should be used by the Command Vol unteer Coordinator.

For commandswith surplus supplies, materials, and equipment, the command should reference thefollowing
proceduresin order to lend Navy resourcesto Flagship Partners. The Commanding Officer should follow
theidentified steps.
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1. Themateriasand equipment arefirst made avail able to anyonein the command who may want to useit.
For example, theavailability of the equipment could be advertised at astaff or department head meeting.

2. 1f no onein the command wantsthe materia s or equipment, the Commanding Officer draftsamemoran-
dum for the record that statesthat the equipment is not needed by the command; and wasloanedto a
Flagship Partner in accordance with provisionsof the DoD Defense Materiel Disposition Manual
4160.21M.

3. TheCommanding Officer completesa Standard Property Loan Agreement (Appendix A, Enclosure (4).
These agreementsare not restricted to along-term basis. If something isneeded on aone-timebasisor for
acouple of days, the above procedures should be adequate. Theterms of the agreement should normally
not exceed oneyear.

4. The community organization compl etesthe acceptance blocks of theloan agreement. The Commanding
Officer maintainsthe origind onfile and providesthe Flagship Partner with acopy. Officidly, thecommand
keepsthe materia sand equipment onitsinventory, but lendsit to the school . When the community organi-
zation finisheswith the materials, they are returned to the command for proper disposal.

5. If theagreement runsfor an entire year, the command should reclaim theloaned materials or equipment
during extended periods of disuse and renegotiatetheloan. This procedure servesthetriple purpose of:
keeping ahandle on theinventory; making sure that the agreement isrenegotiated at regular intervals; and
reminding everyone of theimportance of renewing the partnership commitment at the start of the school
yedr.

Visits and Tours of Navy Facilities
Navy commands may provide an opportunity for youth to be exposed first-hand to ships, aircraft, and naval
installations. No admission charge may belevied on the public solely to seeaNavy demonstration or

exhibit. Should admission be charged at an eventinwhichthe Navy is

one of severa participants, the Navy activity must not bethe primary Toursshould bearranged on
atraction. anot-to-interfere basis.

If the command does not have anything to show off, thereareusualy
other resourcesavailable. For example, check with the Public Affairs Officefor detail sregarding scheduled
ship visitsor open houses. It may a so be possibleto arrange atour of another command.

Reference: SECNAVINST 5720.44A (Section 0405), Public Affairs Policy and Regulations
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Transportation
Transportation may be provided in support of NCSP projects, partnerships, and activitiesif loca commer-
cid trangportation or other community support serviceisunavailable. Thefollowing circumstancesmust

aoply:
B Thereisno conflict with thecommand’ smilitary misson.
B Transportation costs can be absorbed within the existing budget.

B Thereisno conflict with private sector companiesregarding provision of transportation at a
reasonablerate.

B Thepurposeof thefiddtripistoincrease an understanding of the Navy activitiesand mission.
Referencess. OPNAVINST 5350.6 Series, Navy Community Service Program
SECNAVINST 5720.44A (Section 0515) Public Affairs Policy and Regulations

Financial Resources
Theterm “financia resources’ refersto the distribution of funds, grants, scholarships, monetary awards, and
generd fund-raising.

Funds for Flagship Partnership Activities
Fiscal expendituresfor the community in support of NCSP goa swill be kept at the absol ute minimum
necessary to accomplish official objectives.

Thereareno funds specifically designated for NCSP. Examplesof allowable expendituresinclude
normal personnel pay, incidental expensessuch asloca trangportation, routine utility and telephone charges,
and other minor operating expenses.

In caseswhere aparticipation feeisrequired, Navy commands may not participatein partnershipsunless
outsidefunding can be arranged.

Therewill benodirect financia ass stanceto aprivate organization from anon-appropriated fund inthe
form of contributions, dividends, or other donations of moniesor other assets.

Recreation funds may not be expended for cash donationsto or cash donationsfor any charitableor
fraterna group or organization.

Referencess  SECNAVINST 5720.44A (Section 0407), Public Affairs Policy and Regulations
OPNAVINST 5350.6 Series, Navy Community Service Program
DOD 5500.7-R, Joint Ethics Regulations (AUG 93)
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Meals

Flagship Partnersdining in the galey whilevigting the base as part of acommunity serviceactivity are
required to pay the basic medl rate. Waiver requests should be submitted, viathe“owner” of thegalley, to
the Assistant Secretary of the Navy, Financid Management (ASN (FM)) viathe Commander, Naval Supply
Systems Command (NAV SUP). Once the request has been received by NAV SUP, the Navy Food Service
Divisonwill review and vaidatethe request. Waiver applicationsmust include:

B Nameof event and organization requesting thewaiver.

B Brief description of event and organization.

B Actud or estimated number of peoplefor which waiver isrequested.
B Reasontheapprova would bein the best interest of the Navy.

Therequest must beinwriting, and signed by the Commanding Officer or anindividua with “ by direction”
authority. Redtrictionsfor granting waiversinclude aprohibition on authorizing “ blanket” waiversfor organi-
zationsor individuals, and arevenueloss cap of $1 million per year. The galley must absorb costsand losses
of revenueresulting from surchargewaivers.

Referencess NAVSUP P-486, Food Services Management - General Messes Manual

Fund-Raising

Officia Navy support of fund-raising eventsislimited to campaigns authorized by law or approved by the
President or the Director of the Office of Personnel Management. Support for asingle-causefund-raising
event may be authorized by the Chief of Information (CHINFO) whenthefund-raising programislocal in
nature; of community wide benefit; and hasthe support or endorsement of thelocal, united, federated or
joint campaign officias.

Support may aso be authorized by thelocal commander when such action isjudged an appropriate re-
Sponseto acommunity organization (volunteer firedepartment, rescue unit, or youth activity fund drives).

Navy personnel are encouraged to actively participatein federated, joint or authorized campaignstothe
extent authorized by Department of Defense (DOD) policy and prudent use of officia time. Support of
fund-raising activitieswill be at no additiona cost to the government.

DOD employees may participatein community serviceactivities of non-federd entitiesasindividuasinther
own capacities, provided they act exclusively outsde the scope of their officia position. Purely persond,
unofficia, volunteer effortsto support fundraising are not prohibited where the efforts do not imply DOD
endorsement. The head of the DOD component command or organi zation may authorize such activities
outsidethefedera government workplace, such asat public entrances, in community support facilitiesandin
personal quarters. These activitiesmay befurther limited by federal government building and grounds
regulations.
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Referencess  SECNAVINST 5720.44A, (Section 0414), Public Affairs Policy and Regulations

DoD 5500-7R, Joint Ethics Regulations

Special Navy Support

Specia Navy support includes organi zations comprised of current and former membersof military services
interested in promoting astrong defense. Close liaison with local chapters provides accessto valuable
resourcesfor support of apartnership effort. The organi zationsinclude the Fleet Reserve Association, Navy
Leagueof theUSA, Navy Wives Clubsof America, and National Naval OfficersAssociation (NNOA).
Addressesfor these and other organizations can befoundin SECNAVINST 5720.44A, Section 0406,
Department of theNavy Public Affairs Policy and Regulations.
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SECTION 6
FLAGSHIP PARTNERSHIPS

Flagship Partnership Agreements

The establishment of a Flagship Partnership should be formally acknowledged and celebrated by the Navy
command and the Flagship Partners. To formalize anewly established Flagship Partnership, the command
should draft and Ssign amemorandum of understanding (M OU) between the command and the Flagship
Partner. Written agreementsare necessary to identify commitments, obligations, and operating procedures.
The MOU should specify thegoalsof all Flagship Partners, the desired outcomes, the resources all ocated
for the Flagship Partnership, and thelimitations of the project. Figure 6-1 providesasample MOU. The
command and Flagship Partners should use an MOU to renew Flagship Partnershipsor address changesin
command or partnership leadership. All Flagship Partners should retain acopy of the agreement. Each
partner should a so receive a FHlagship Partnership Agreement Certificate (Figure 6-2) to be displayed by the
command and Flagship Partners.

Flagship Partnerships provide an opportunity for Navy personnel to cooperate with the

community to improve educational, physical, environmental, social, and economic conditions.
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Figure 6-1
Memorandum of Understanding for the Navy Community Service Program

Navy Community Service Program Flagship Partnership Agreement
Between (Name of Command) and (Name of Flagship Partner)

We agreeto enter into aworking Flagship Partnership focusing resources of al partieson thefollowing
gods
B Toasssintheeducation and enrichment of the nation’ syouth and communitiesand in revitaiz-
ingctizenry.

B Todeveopacollectivevison of community needsand commitment to shareresponsbilitiesand
resourcesin apartnership.

B Theéeffectivenessof the Flagship Partnership will be measured by the achievement of the
objectiveslisted below:

- Studentsconsidered to be*at risk” who participatein the tutoring program will improve
their grades by the end of the semester.

- Twofitness programswill be agreed upon and completed by ateam of Navy and commu-
nity volunteers.

- Two environmental stewardship projectswill be agreed upon and compl eted by ateam of
Navy and community volunteers.

- Student awareness of the dangers of substance abusewill increase asaresult of presenta-
tionsand facilitation efforts by the Navy and community volunteers.

- Navy and community volunteerswill coordinate efforts, including resources, to reach out to
lessfortunateindividuasto improvethe qudity of lifein thecommunity.

Flagship Partnership activitiesare scheduled to start by (date).

The Flagship Partnership involvesongoing projectsand activitiesthat are subject to review. All partiesagree
to exchangewritten evauations of the partnership, with any recommended modifications, in Six months.

Command Volunteer Coordinator (Title, Command)  Principa or Director (Name of Organization)

Commanding Officer (Title, Command) Superintendent or Officer
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Figure 6-2
Flagship Partnership Agreement Certificate for the Navy Community
Service Program (Sample)

Navy Community Service Program

This is to certify that
(Name of Command)
and
(Name of Flagship Partner)
have entered into a Partnership
on
(Date)

for the purpose of working together to (explain the purpose
of the partnership here).

Signature (CO, OIC) Signature (Director, Principal)
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Formal Kickoff Event

When aFlagship Partnership isestablished, the agreement should be formally acknowledged and celebrated
by the Navy command and the Flagship Partner. Flagship Partners should jointly organi zethe kickoff event.
Theinitial stepsareto determinewherethe event will take place, when the event will be scheduled, what
activitieswill take place at the event, who should beinvited to attend the event, and how the mediashould
beinvolvedin promoting and reporting the event.

Activitiesat theevent may include:
B ThePedgeof Allegiance.
B A tour of thecommand or Flagship Partner Site.
B Student or youth performance by the band, chorus, cheerleaders, danceteam, or sportsteam.
B Peformancesby Navy drill teams, color guards, or band.
B Speechesby the Commanding Officer and Flagship Partner representative.

B Ceremony focused on the signing of the Flagship Partnership Memorandum of Understanding
(Figure 6-1).

B Presentation of Flagship Partnership Agreement Certificates (Figure 6-2).

Theactivitiesshould encourageyouth, Navy volunteer, and Flagship Partner involvement and participation
at thekickoff event. The event should include members of the community including other military services,
bus nesses, labor, foundations, collegesand universities, religious organizations, mediagroups, community
organizations, health care centers, and government agencies. Thekickoff event isan opportunity to continue
to promotethe Navy asapartner in community service activitiesand partnerships.

The Command Volunteer Coordinator should prepare
information describing the purpose of the NCSP and Flag-
ship Partnerships, identifying goasand objectives of the
partnership, and noting points of contact. Thisinformation
will be used by the Public Affairs Officer to prepareapress
release. The Command Volunteer Coordinator may also
arrangefor aphotographer to attend the event by coordinat-
ingwiththelocd Public Affairsoffice.

The Public Affairs Officer isthe
Navy's official media point of contact
and has overall responsibility for
media involvement as well asrelease
of information regarding Navy
activities.

Following the event, the Command Vol unteer Coordinator should prepare | etters of appreciation and ensure
that information regarding the event isdistributed to publicize the event and the Flagship Partnership efforts.



Navy Community Service Program

Flagship Partnerships

Examples of Flagship Partnerships areincluded in this guidebook as Appendix C. Appendix D providesa
list of resource organizationsthat the Command Vol unteer Coordinator may contact for informationto
implement aFagship Partnership. The sdlection of aFl agship Partnership project or activity should bea
joint Navy and community effort. It isimportant for Flagship Partnersto shareresponsibilitiesand resources
toimprove education and the qudity of lifefor the community. | ssuesto consider when identifying potential
Fagship Partnersinclude:

B What isthe mission of the organization being considered asapotential Flagship Partner? What
arethe goalsand objectives of the organization? Do the mission, goals, and objectives comple-
ment those of the command?

B What resources are needed to implement the project?

B What schedulewill befollowed to implement the project?

B \What type of volunteer isnecessary toimplement and managethe project or activity?

B |svolunteer training necessary?If so, what type? How and when will thetraining be done?
B What target groupswill be served?

B Whereshould activities be conducted?

TheActivity Planning Checklist (Figure 6-3) should be used by the Command Vol unteer Coordinator to
plan and finalize Flagship Partnership activities.



Navy Community Service Program

Figure 6-3
Activity Planning Checklist for the Navy Community Service Program
Activity:
Activity date(s):

Command Name;

Command Coordinator:

Command Address: Phone Number:

Activity Siter

Timeof Day:

Target Group Served:

Number in Target Group:

Specific areaaddressed: education, citizenship, health safety and fitness, environmental conservation, drug
demand reduction, humanitarian assi stance

What isthe project or activity objective?

What feedback will be collected?

Number of volunteers needed for the project or activity:

Number of volunteersparticipating in the project or activity:

Isvolunteer training required? Yes No

If yes, training will beconductedon  Date:

Time:

Location:

POC:

Wasvolunteer training conducted? Yes No
MateridsRequired:

Resource: Supplied by: POC/Phone# Obtained (yes'no)
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Other Resources Required (publicity, transportation, certificates, audio-visua equipment, etc.):

Resource: Supplied by: POC/Phone# Obtained (yes/no)

Areuniformsrequired for activity?

Arepermission dipsrequired for the activity?

| sadequate parking available or arranged?

Have safety concerns been carefully addressed?

|swater available?

Arebathrooms accessible?

| ssecurity assistance required? (base or city police)
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Flagship Partnership Activities
Many ideasfor partnership activitiesareidentified in Appendix C of this Guidebook.

Special Events

Specid events, ceremonies, career fairs, community drives, tours, field trips, social gatherings, and holiday
festivasprovideinteraction in astimul ating atmosphere that incorporates learning with pleasure. Thesetypes
of activitiesmay serve asan dternativefor commandswith limited resources or unableto committoa
Flagship Partnership. The specia eventsmay be planned on acase-by-casebasis.

Resourcesfor specia eventsmay includethe Navy band, drill team, color guard, honor guard, and static
displays. Using such resources also alows the command to participate in community events organized by
other organizations.

A command isnot required to have aformal Flagship Partnership to offer resource support. For example, a
command may expressinterest in assisting aschool or community organization that hasabusinessor
command partner, but needs additional support for aparticular activity. Thisflexibility dlowsacommandto
support an existing partnership with volunteersor other resource support, while not entering into aformal
partnership agreement. Commands should share resourceswith other commands, especialy with those
having partnerships. For example, ashore command might want to takeits studentson atour of aship. This
cooperation often leadsto specia project ideasthat are otherwise unavailableto anindividual command.
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SECTION 7
NAVY VOLUNTEER RECOGNITION

The best community service program cannot succeed
without the dedication of its volunteers.

Properly recognizing volunteers assurestheir commitment to the program. This section describeshow to
maintain motivated, enthusiastic, and experienced volunteers. Suggestionsin this section, both informa and
formd, will help the Command Volunteer Coordinator identify strategiesthat motivate volunteersand
reinforcetheir willingnessto continue supporting the Navy Community Service Program (NCSP).

Volunteers

When acommunity serviceproject isinitiated, it attractslarger numbersof volunteerswilling to alocatetime
to support the effort; however, astime passes, the number of volunteerstendsto dwindle. People stop
volunteering if they do not feel appreciated, if they are assigned tasks or projectsthey do not enjoy, if the
working conditionsare not conducive with the volunteer’ sexpectations, or if volunteerslack supportinthe
work environment.

Waysto motivate volunteersinclude:

B Payingattentiontoloca cultura behaviorsand adapting the style of supervision and recognition
of volunteersaccordingly.

B Creating afun, friendly work environment among Navy volunteersand Fagship Partners.
Providing refreshmentsworkswonders.

B Explainingthegodsof the Flagship Partnership clearly to everyoneinvolved. Volunteerswill not
stay activeif they are not committed to the project.

B Demongtrating to thevolunteershow their contributions make adifference. Theimpact of
contributionsmay not bereadily visibleto volunteers.

B Meetingwith volunteersregularly to share experiences and address concerns.

The purpose of thisistwo-fold: It providesthe Command Vol unteer Coordinator with accessto valuable
input from volunteersto further improve the program’ s effectivenessand it promotesafesling of team spirit
among thevolunteers. Volunteerslearn from one another. They shareideasregarding what worksbest for
them in dealing with certain stuations, and devel op new friendshi ps based on acommon goa of dedicating
timeand taentsfor community service.

B Providing resourcesfor thevolunteers. The Command Volunteer Coordinator in conjunction
with Flagship Partners should attend to details such asarranging lunch, ensuring waiversand
releaseformswere signed, and providing supplies. Thisalowsvolunteersto focus on specific
tasks. Observance of Flagship Partnership projectsand activitiesalowsthe Command Volun-
teer Coordinator to provide support and guidance to volunteers, and to address concernsand
resolve problemsthat arise during the project or activity.

7-1
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B Conducting orientation and training for all incoming volunteers. In addition to preparing volun-
teersfor responsibilitiesand activities, it demonstratesfrom the onset that volunteersarevalued
and essentid to the success of the Flagship Partnership.

B Assigning volunteersto tasksthat takeinto consideration their reasonsfor volunteering to
participate in the NCSP and Flagship Partnerships.

B Reviewing and changing volunteer ass gnmentsasmotivational needs change. Graduate volun-
teersto more challenging tasksor new work environmentsto maintaintheir interest.

Volunteer Recognition

Itisessentia that volunteersarerecognized frequently, promptly, and consistently. Recognitionisthe most
powerful strategy to retain volunteersand to recruit new volunteers. Volunteers should be recognized when
something specia isaccomplished. The degree of recognition should be appropriate to the contribution of
thevolunteer.

Recognition:

B Should be continuous and ongoing. Consi stent acknowledgment of volunteer effortssuch as
praise, thank-you notes, or aspecia privilegewill encourage continued volunteer participation.

B Should conformwith the chain of command. When an organi zation commends vol unteers,
the chain of command should beinformed. Informing the chain of command will help garner
support for the volunteer in participating in the next project or activity.

B Should be prompt and specific. Timely recognition of volunteers demonstrates that command
leadership supportsthe Flagship Partnership and acknowledgesthat volunteer effortsare
important. Timely recognition a so providesfeedback for the volunteersby sharing information
with regard to the success of their effortstoward addressing community needsaswell as
Hagship Partnership godsand objectives.

B Should be public. The Command Volunteer Coordinator should work with the base PAO to
publicize Navy volunteer effortsinternally and externaly. News coverage can motivateindividu-
alstovolunteer, increaseinterest in Flagship Partnerships, aswell asreinvigorateacurrent
Flagship Partnership.

Recognition Strategies
Strategiesto recognize volunteer achievement within the command community and thelocal, state, and
nationa community include:
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L etter sof Commendation (Figur e 7-1) from the Flagship Sponsor, Commanding Officer, or the Com-
mand VVolunteer Coordinator arewell received. In addition, Lettersof Appreciation (Figure7-2) fromthe
command to the Flagship Partner should also be prepared.

Certificatesof Appreciation (Figure7-3) should be presented to theindividua volunteer fromthe
command or Flagship Partnersduring apartnership project or activity that specificaly recognizesvolunteer
service. Command Volunteer Coordinators may a so order forma NCSP Certificates of Volunteer Appre-
ciaionfor military and civilian volunteersfrom the Defense L ogisticsAgency (DAPS). Each certificateis
81/2” x 11" and isprinted with graphics on manilacardstock with gold and black ink and availablein packs
of 25. The Command Volunteer Coordinator may a so producethe certificateslocally.
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Evaluation Reports. Voluntary service offersanother dimension to eval uateleadership and persona
development. Stellar performance asavol unteer should be recognized at the command level. Command
Volunteer Coordinators should ensurethat thisis emphasized to ensure that volunteer initiativesare properly
acknowledged by supervisors and reflected through avenuesthat potentialy promotetheir careersinthe

Navy.
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Figure 7-1
Letter of Commendation for the Navy Community Service Program

(NAME OF COMMANDER)
takes pleasure in presenting
a
LETTER OF COMMENDATION
to
(Name of Volunteer, United States Navy)
for
Outstanding service to the Navy Community Service Program from (beginning date) to (ending date),
(year). (Name of volunteer) contributed directly to the (name of Flagship) as a (tutor, playground
assistant, club leader, mentor, etc.) in the (name of Flagship Partner). His/her unselfish participation
in this program was in response to the national goal of greater voluntary community action, as estab-
lished by the President of the United States. This contribution to the (name of community) has assur-
edly improved the (education and citizenship, health, safety and fitness, environmental stewardship,
drug demand reduction, and humanitarian assistance) of the (Flagship Partner) involved. (Name of
volunteer)’s exceptional skill, personal initiative, and dedication to the community reflect great credit
upon himself/herself and his/her command, and are in keeping with the highest traditions of the United
States Naval Service.

(Sgnature)

(Command L etterhead Stationery)

(Director or Principal)

(Name of Flagship Partner)
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Figure 7-2
Letter Of Appreciation To Flagship Partners for the Navy Community
Service Program

(Street Addressof Flagship Partner)

(City, State, ZIP Code)

Dear (Nameof Director or Principal),

Inorder for any partnership to be effective, thefirm commitment of both partnersisrequired. |
believe that much of the success of my command’ s partnership with (name of Flagship Partner) may be
attributed to thetota dedication and thorough attention to detail of (name of person being commended), one
of your many outstanding staff members. (Name of person being commended)’ sprofessionalism, program
management skillsand ability to effectively motivate and communi cate with volunteers are tremendous assets
to our partnership. His/her contributions play asignificant rolein our ability to make apositivedifferencein
thelivesof others. Please convey my sincerest appreciation to (nameof person being commended) for his/
her effortsto enhance our partnership.

Sincerdy,

(Commanding Officer’ sName), (Rank), U.S. Navy

Commanding Officer

CERTIFICATE OF APPRECIATION

PRESENTED TO
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Figure 7-3
Certificate of Appreciation from the Command and Flagship Partner
for the Navy Community Service Program

In recognition of serviceto

(Name of Flagship Partner)

Your contribution to the success of our Community Service Flagship Partnership

isdeeply appreciated. We hopethis certificate will serveasamemento of thisoccasion

Presented onthis day of ,19

(Director) (Commanding Officer)

(Name of Base/Command)
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Awar dsoppor tunitiesincludethe Navy Community Service of the Year Award Program, BUPERSINST
1650.12D, to recognize outstanding community service contributionsby Navy commands. Thefive Flagship
programsrecogni ze effortsfocusing on education and citizenship, hedlth, safety and fitness, environmental
stewardship, drug demand reduction, and humanitarian assistance. Each Flagship selectsaward winners
from nine categories, based upon command sizeand location. Command winners are selected from award
submission packages and rated on theimpact the volunteer event has on the community, Sailorsand com-
mand. An emphasisis placed on command-sponsored and approved involvement activities. Additiondly, a
sixthaward, the USS Bainbridge Award, recognizes one command in the Navy for overall excellencein
community serviceeachyear.

A variety of locdl, state, nationa, and Navy volunteer award programsa so exist. Command Volunteer
Coordinators should contact local partners, state agencies, and national organizationsto obtaininformation
pertaining to award programs. For information regarding the Navy Community Service Award and other
national awards, refer to Figure 7-4. Tipsfor writing aVolunteer Award Nomination Applicationarein-
cludedinFigure7-5.

I nvitationsto Recognition Eventsincluding appreciation breakfasts, luncheons, and potluck suppershelp
solidify partnership relationships. These events al so encourage communication and interaction between
volunteers participating in the FHiagship Partnership.

Special Recognition of volunteers often occursat special meetings, Chamber of Commerce events,
assemblies, holiday occasions, Volunteer Month or Day, and Navy Recognition Day. Plaguesmay begiven,
trees planted, or mural s painted to commemorate theinvolvement of al partners. Another alternativeisto
establish an honor roll of volunteersto be posted in the command, school, or organi zation.

Navy and Community M edia should beincluded in therecognition of volunteers. The Command Volun-
teer Coordinator isencouraged to work closdly with the base PA O to communicate recognitioninformation
for publicationin newspapers, magazines, newdetters, brochures, on theradio, and on television. Consult
with your Public Affairs Officer for instructionsregarding contact with local mediagroups. Other options
may include submitting base newspaper articleswith pictures, “BZ” messages, Navy feature storiesinAll
Hands, Navy Times, and Fleet Hometown News Rel eases. The Public Affairs Officer isavailableto assist
the Command Vol unteer Coordinator with the submission procedures. Inaddition, the NCSP maintainsa
quarterly magazine called NAVY Volunteer! highlighting achievementsof Navy commandsin community
sarvice. See Section 3for moreinformation concerning article submissions.
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Figure 7-4
Navy and National Awards Contact Information
for the Navy Community Service Program

NAVY COMMUNITY SERVICE AWARD PROGRAM (BUPERSINST 1650.12)

Navy’s Community Service Program provides opportunitiesfor Navy military and civilian employeesto
volunteer for meaningful command-sponsored community service projects. Through thisprogram, Navy
volunteers make a difference by strengthening education, preserving the environment, providing humanitarian
assistance, and promoting anti-drug and healthy lifestyles. The Navy Community Service Award Program
recognizes Navy commandsthat engagein exemplary voluntary community service activitiesand offers
awardsfor each of thefive Flagships.

Point of Contact: Navy Community Service Program Manager
Commander, Navy Ingtallations Command, Millington DET (N-255)
5720 Integrity Drive

Millington, TN 38055-6050

Phone: (901) 874-4270

DSN: 882-4270

http:/Avww.mwr.navy.mil/ncgp/index.htm

MILITARY OUTSTANDING VOLUNTEER SERVICE MEDAL

The purpose of the Military Outstanding VVolunteer Service Meda (MOV SM) isto recognize members of
the United States Armed Forces, including Reserve components, who di stingui sh themsel vesthrough
outstanding community service. TheMOV SM isintended to recogni ze exceptional community service over
timeand not asingleact or achievement. It isintended to honor direct support of community activities. To
bedigiblefor theaward, anindividud’ s service must:

B Betotheciviliancommunity, toincludethe military family community;
B Bedggnificantin natureand producetangibleresults;
B Reflect favorably onthemilitary service and the Department of Defense; and

B Theservice member should normdly perform asustained, direct hands-on community service
over athree-year period (not necessarily consecutive). Members assigned to deploying units
may include deployed timein thethree-year period.

The commanding officer will certify that the digibility requirements have been met and service was honor-
ablethroughout the award period. For consideration for the MOV SM award, aservice member must be
recommended by anyone senior to them. The recommendation must be submitted viathe commanding
officer usng OPNAYV 1650/3, Persond Award Recommendation. TheMOV SM isfurther detailed inthe
Navy and Marine Corps Awards Manual SECNAVINST 1650.1G, 7 January 2002, chapter 4.
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Figure 7-4
Navy and National Awards Contact Information
for the Navy Community Service Program (con’t)

POINTS OF LIGHT FOUNDATION

The Pointsof Light Foundationisan independent, nonpartisan, nonprofit organization that workswith the
support of caring Americanswho believethat volunteerism can beapowerful antidoteto the social prob-
lemsthat affect neighborhoods and communities. The foundation focuseson finding, spotlighting and show-
casing outstanding individuds, families, groups or organi zations, businessesand |abor unionsengagedin
direct and consequential community service, and sponsers several award recognition programsfor individu-
alsand businesses.

Point of Contact: Pointsof Light Foundation & Volunteer Center National Networ k
Pointsof Light Foundation

1400 | Street, NW, Suite 800

Washington, DC 20005

(202) 729-8000

http:/Aww.pointsoflight.org/

Awards for Excellence in Workplace Volunteer Programs

TheAwardsfor Excellenceare designed to honor abusiness overal employee/retiree volunteer effort,
including the actual community service projectsand the program policies and corporate vision that support
thosevolunteer ctivities.

The Daily Point of Light Award

TheDaily Point of Light Award honorsindividuasand volunteer groupsthat have made acommitment to
connect Americansthrough serviceto help meet critical needsin their communities. It focusesonthegoals
for children and youth set by the President’ s Summit for America’ s Future. Each weekday, one volunteer or
volunteer effort inthe country receivesaDaily Point of Light Award.

President’s Community Volunteer Award

Formerly called the Presdent’ sService Award, it isthemost prestigious award for volunteer community
sarvice. It reflectstheimportance the Presi dent has placed on community service. Establishedin 1982, the
awardsare presented annually by the President in recognition of outstanding volunteer service directed at
solving critical social problemsandto cal public attention to the contributions made by the nation’ s 93
millionvoluntears

THE CONGRESSIONAL AWARD

Younger service members may be nominated for the Congressional Award. Created by Public Law 96-114,
theCongressional Award Act ispresented on anoncompetitive, individua basisto young peopleinthe
United States between the ages of 14 and 23 in recognition of initiative, achievement and service. Toearna
Congressiond Award, participants set and achieveindividua goasinfour program areas. voluntary public
sarvice, personal devel opment, physica fitness, and expeditions.

Individualswith disabilitiesare equally ableto earnaCongressona Award, asgoalsare set based on
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Figure 7-4
Navy and National Awards Contact Information
for the Navy Community Service Program (con’t)

individua interest, need, and ability. The young person must earnthe award. Thereareno limitsset onthe
number of awardsthat may be earned throughout the country.

Membersof the United States House of Representatives and Senate recogni ze their constituentswho earn
Bronzeand Silver Congressiona Awardsat locad, citywide, or statewide ceremonies. The Gold Congres-
sonal Award ceremony isheld in the United States Capitol and ispresided over by the congressional
leadership.

Point of Contact: TheCongressional Award Foundation
PO Box 77440

Washington, DC 20013

(202) 226-0130

http://www.congress ona award.org/congress/

THE PRESIDENT'S VOLUNTEER SERVICE AWARD

Every day, millionsof Americansvolunteer, usngtheir time, talents, and compassion to make adifferencein
thelivesof others. By mentoring achild, caring for an elderly neighbor, teaching someoneto read, or
bringing food and clothesto those who need them, Americansare hel ping to foster aculture of service,
citizenship, and respong bility for generationsto come. It isthrough these acts of kindnessand decency that
we are ableto demonstrate the true character and compassion of our country.

ThePresident’ sVolunteer Service Award isaPresdentia recognition program for Americansof al ages,
who contribute asignificant amount of timeto volunteer service. The program recognizesindividuals,
families, and groupsthat have achieved a certain standard — measured by the number of hoursserved over a
12-month period.

Point of Contact: President’ sVolunteer ServiceAwards
c/o Pointsof Light Foundation

1400 Street, NW Suite 800

Washington, DC 20005

Phone: 866-545-5307

https.//www.presi dentid serviceawards.gov/

THE JEFFERSON AWARDS FOR PUBLIC SERVICE

In 1972, Jacqueline Kennedy Onassis, U.S. Senator Robert Taft, Jr. and Sam Beard founded the American
Institutefor Public Service, a501c3 public foundation, to establish aNobel Prizefor public and community
service- The Jefferson Awards.

The Jefferson Awards are presented on two levels: national and local. National award recipientsrepresent a
“Who' sWho” of outstanding Americans. Ontheloca level, Jefferson Awardsrecipientsare ordinary people
who do extraordinary thingswithout expectation of recognition or reward.
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Point of Contact: Jeffer son Awardsfor Public Service
100 West 10th Street

Suite215

Wilmington, DE 19801-1665

(302) 622-9101

http://mww.a ps.org/about/index.html

VERY IMPORTANT PATRIOT AWARD

TheVery Important Patriot (\VV1P) Program recogni zes exceptiona volunteersworldwidewhoseoutstanding
service contributesto improving the quaity of lifeintheir military and/or neighboringcommunities. Dueto
the challenges of the current pace of military operations, volunteersare playing anincreasing rolein provid-
ing support and stability in their communities. Theroleof active volunteershasbecomeacritica ementin
mission readiness. We are thankful for those who have been serving thecommunity for years and welcome
the new volunteerswho have answered the call to serve on thehomefront. NMFA and the VIP Program
sponsorswant to recogni ze those volunteers, old and new, whose selfless actions have made alasting
impact on their community. Active duty, National Guard and Reserve, and retired members of the seven
uniformed services, their family members, and survivorsaredigibleto receivetheaward.

VIPrecognizesfive Very Important Patriots, five Award of Honor recipients, and five Award of Merit
recipients. Each of thefive VIP recipients, and acompanion, isflown to Washington, DC to be honored.
During their stay inthe Nation’ s Capitd, the VIPsreceive an award of $1000, meet with senior |eadersof
their individua services, vist with their eected officials on Capitol Hill, and meet the generoussponsors of
the VIP Program. Therecipient of an Award of Honor will receive acheck in the amount of $500, and the
Award of Merit winnerswill each receive acheck for $250.

Pleasereview the VIP Fact sheet for further information at http://www.nmfa.ora/site/DocServer/
VIP Fact Sheet 2005.pdf 2docl D=2462

Point of Contact: National Military Family Assocation
2500 North Van Dorn Street, Suite 102

Alexandria, VA 22302-1601

(703) 931-6632

http:/Aww.nmfa.org
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Figure 7-5

Tips for Writing Volunteer Award Nomination Applications

Writing adynamic, succinct award nomination can beachallenge, but can make the deciding difference
between two equally exceptiona nominees. Here are some guidelinesto help you develop aclear, concise,
awar d-winning nomination.

Follow thedirectionsfor submitting the awvard nomination. Dueto thelarge number of award
nominations submitted, readers are asked to eva uate the nomination forms. Pointsare usualy
assigned to each category on theform with points deducted if directionsare not followed.

Provide only theinformation requested and use the exact space allocated. Do not attach addi-
tional pagesor information unlessotherwiseingtructed.

Type, rather than handwrite, the information requested on the nomination form. Leaveclear
marginsand use the sametypeface throughout.

Present theinformation in clear and concise paragraphs. Never write one giant paragraphif
severa ideasare expressed. Theinformation should bewell organized.

Review thedigibility requirements before preparing the nomination form. Most formswill be
disqudifiedif theindividua being nominated does not meet the requirements. For example, it
maly berequired that theindividua hasvolunteered for at |east oneyear; do not nominatea
person who hasvolunteered for lesstime.

Provideaclear description of the volunteer’ sskillsand participation in volunteer activities.
Emphasi ze unique contributionsthe volunteer hasmade. Explain how the volunteer’ scontribu-
tion helpsaccomplish thetargeted goals.

Describe theimpact of the volunteer’ s contribution asit pertainsto the youth and community
involved.

Obtain endorsementsif requested as part of the award nomination package. Endorsements may
be obtained from teachers, administrators, students or members of the community. Be sureto
label each endorsement. Signaturesor lists of endorserswithout endorsement statementsdo not
fulfill thereguirement.
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Other Command Recognition Activity Ideas
Command Volunteer Coordinators may prepare avolunteer recognition recommendation to the Command-
ing Officer or Executive Officer, and then assist by implementing ideassuch as:

Reserve adesirable parking space or award afree dinner for the volunteer of the week, month,
quarter or year.

Designate extrapointsfor personnel participating as volunteersin acommand-sponsored
partnership program and nominate these volunteersfor Sailor of the Quarter or Year.

Consder nominating theindividua for aNavy Achievement Medd if they have demonstrated
sgnificant and sustained commitment to volunteeriam.

DedicateaVolunteersare Important People (VIP) bulletin board with photographs of outstand-
ing volunteersa ong with action shotsand summariesof theevents.

List upcoming eventson abulletin board and include asignup sheet.

Work with the base PAO and initiate avolunteer cel ebrity breakfast with alocal mediaperson
or asenior military person.

Recognize experienced volunteerswith leadership abilities by appointing them asmentorsto
personnel who are new to the program.

Grant specid liberty to outstanding volunteers.
Plant atreeto commemorate partnership.

Conduct aVolunteer Appreciation Day.
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SECTION 8
PROGRAM MONITORING AND EVALUATION

Monitoring and evaluating the Navy Community Service Program (NCSP) and Flagship
Partnerships allows the Navy to assess the effectiveness of community service projects, part-
nerships, and activities. It provides an opportunity to determine whether the program goal and
objectives are achieved as well as inventory allocated resources. It also provides information to
justify decisions regarding whether or not to modify, eliminate, continue, or duplicate projects,
partnerships and activities. The focus of the evaluation should address whether the community
service efforts improve education and the quality of life in the community.

Through monitoring and eva uating the program, projects, partnerships, and activities, the Navy benefits
from“lessonslearned.” Theselessons may be used to initiate and continue NCSP participation, and to
strengthen current and future community service effortsthat target issuesrelated to education and citizen-
ship, hedlth, safety and fitness, environmental stewardship, drug demand reduction and humanitarian asss-
tance.

Accountability

The eva uation of community service programs provides public accountability regarding the effectiveness of
the Flagship Partnership. In addition, the eval uati on addresses problems rel ated to education and citizenship,
hedlth, safety and fitness, environmental stewardship, drug demand reduction and humanitarian assistance,
and determinestheimpact of the program on the community, especidly with youth. Community service
activitiesshould:

B Complement the Flagship Partnership goalsand objectives, and

B Support effortsto make positive change in the achievement, behaviors, and attitudes of the
nation’ syouth, communitiesand other partners.

Community Service Evaluation

The Flagship Partners should take the lead in determining the type of feedback that will bemade available.
The Command Volunteer Coordinator’ sroleinthiseffort isto ensurethat the Navy resourcesalocated to
the Flagship Partnership are efficiently and effectively used, and to support Flagship Partnersasthey moni-
tor and evaluate the results.

Thisinvolvesreviewing and assess ng the manner inwhich program activitiesare planned, implemented and
managed. Theimpact and results of program activities should be measured. Through measurements, the
eval uation can determinethe degree to which community service activities clearly support thecommand's
objectives, which may include:

B |ncreased achievement in academic subject areas (for example, mathematics, reading, and
geography).
8-1
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B |ncreased attendancerates.

B Increased gppreciation for the culturesof other countries.

B Decreased dropout rates, tardiness, school-rel ated vandalism and crime, and suspension rates.
B |ncreased ability to use computers.

B |ncreased safety habits such aswearing seat beltsand using hel mets.

B Increased participationin physical fitnessactivities.

B |ncreased awarenessof hedthy lifestyles.

B |ncreased awarenessof and participation in environmental stewardship efforts.

B |ncreased awareness of the harms of substance abuse and the need to remain drug free.

B Decreased ratesin cigarette smoking and substance abuse.

B Increased awareness of opportunitiesto assst lessfortunate members of communities.

Navy Partnerships

From the outset, the command should encourage Flagship Partnersto provide feedback regarding the
effectiveness of the program and the outcomes of command efforts. Questions should be posed so Flagship
Partners understand that the Navy intendsto respond to the eva uation resultsby:

B Improving theimplementation of the NCSP, which may involverefining program activitiesand
implementing program corrections as necessary.

B Improving therecruitment, reviewing, orientation, training, management, and recognition of
Navy volunteers.

B Ensuring that education and citizenship, health, safety and fitness, environmental stewardship,
drug demand reduction, and humanitarian assi stanceissues are addressed in the same propor-
tion.

B Expanding and replicating successful activities.
B Introducinginnovativeactivities.

B Sharing and recognizing partnership success.
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Measurable Objectives
A community service program may establish both short-term and long-term objectivesrelated to the
achievement, attitudes, and behavior of the organization.

Over aperiod of time, program monitoring will lead to the collection of information on the achievement of
short-term objectives. Thisinformation then becomesthe data upon which the eval uation of long-term
objectivesisbased.

Data can be consistently collected through records, surveysand questionnaires, observations, and inter-
viewsto assesstheimpact and effectiveness of the partnership.

Variousresources are availableto assess changesin student achievement, behavior, and attitudes. These
resources may include records containing information on grades, school attendance, dropouts, suspensions,
grade point averages, standardized test scores, involvement in extracurricular activities, or physical fitness
tedts.

Resources availabl e to assess program management efficiency include program records such as memoran-
dums, meeting minutes, record keeping forms, budgets and schedules of events, aswell asobservations,
and previoudy documented “lessons|earned.”

To assessvolunteer participation, performance, and attitudes, Command Vol unteer Coordinators should
refer toinformation from annud exit interviews, reports and surveys. The Command Volunteer Coordinator
may find the Command I nterest Survey (Figure 3-1), Needs A ssessment Survey (Figure 3-2), Community
Group Profile Form (Figure 3-3), and the Volunteer Exit Survey (Figure4-7) helpful inidentifying priorities
or areasfor improvement.

Procedures for Conducting an Evaluation
With the support and assistance of Navy personnel, Flagship Partners should:

B Obtaingpproval for conducting the eva uation,
B Prepare monitoring and evauation toals,

B Didributethetools,

B Conduct theevauations,

B Anayzethedatacollected, and

B Report theresults.
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Evaluation Results

Evaluation results should be provided to the commanding officer and executive officer for command-level
awareness, and then be used to make knowledgeabl e decisions. Information should be used for overall
program improvement aswell asmidpoint program correction. It also should be used to define obstaclesto
partnership devel opment, implementation and management. Obstacles may include:

B Limited resources.

B Limited commitment to the Flagship Partnership.

B Rules, regulations, practices and customs of the Navy or Flagship Partner.
B Timeconstraintsof Navy personnd or Flagship Partners.

B Limitedtechnica assstance.

B Deployments.

B |nability to sustain Flagship Partner participation and enthusiasm.

B Proximity of Flagship Partnersto the project or activity site.

B Limited volunteer pool.

B Misconceptionsregarding military presenceinthe community.

Determining and Resolving Program Obstacles
Once obstaclesareidentified, the Command Volunteer Coordinator should apply appropriate solutions. For
ingtance, she’lhemay:

B Recruit additiona Flagship Partners.

B |nitiate parent or community involvement programs.

B |nitiate community awarenessand outreach programs.

B Develop commitment “ contracts.”

B Conduct Stevists.

B Replaceor redefine Command Volunteer Coordinator position.
B |ncrease”shadowing” experiences.

B Conduct joint planning and discussions.
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Adjust schedules.
Provideturnkey training in skills such asmanagement and communication.
Enhance volunteer recognition, incentives, and awards.

Expand the dissemination of information regarding community serviceincluding videos, press
releases, and brochures.

Plan and implement new joint activitiesand eventswith Flagship Partners.
I nitiate donation campaignsfor in-kind resources.

Develop acommunity resource bank.

Improve volunteer orientation and training.

Update or modify training manuals.

Expand networking and sharing of solutions.

Thefind report should containinformation regarding theinitia evauation and theidentified solutionsto be
implemented. Thisdocument should be drafted by the Command Volunteer Coordinator, signed by the
Commanding Officer, and distributed to theindividua s asssting in the coordination of the Flagship Partner-
ship. The Regional or Loca AreaCoordinator should receiveacopy of thefina report.

Terminating Flagship Partnership Activities

If apartnership must be terminated, the Command Volunteer Coordinator should notify the Commanding
Officersand any other individuals or organizations supporting the Flagship Partnership. Thismay include
notifying the Regiona Coordinator, Flagship Partners, and volunteers.
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SECTION 9
FLAGSHIP SUCCESSES

Effective communication between the Navy and Flagship Partners enhances perceptions of community
relations. Thismeansthat al involved partners should be aware of and sengitiveto the appropriate commu-
nication channels.

When communicating with Flagship Partners and the community at large, commands should takeinto
account thelocd issuesthat may help or hinder partnership efforts. Thismay includeloca history, vaues,
and cultura traditions. Opinionsof local leaders should be considered, including veterans' groups, retirees,
and Reserve units.

Therecipientsof Navy Community Service Program (NCSP) communicationsinclude Navy personnd at all
levelsof the chain of command and other local commands. Additiond target audiencesinclude other military
sarvices, businesses, |abor, foundations, collegesand universities, religious organizations, mediagroups,
community organizations, hedth care centers, and government agencies.

Effective communicationisvitd toincrease overal awareness of the NCSP s purpose, god's, objectivesand
results. Once people are aware of Flagship Partnership efforts, support islikely to be obtained intheform
of assstance and increased participation. Effective communication can aso be used to recruit technica
assistance, sharelessonslearned, report results of program activities, and recognizeindividuas, organiza-
tions, and exemplary programs. The Exemplary Program Form (Figure 9-1) should be prepared by the
Command Volunteer Coordinator and returned to theAreaCoordinator. Thisform providesthe Area
Coordinator with information regarding theimpact of the program on the community. Thisform should be
attached to other community service program materia which might be applicablefor presentationat a
conferenceor event.

Success Stories and Lessons Learned
By celebrating and communicating individual, group, and organi zation accomplishments, commandsand
Flagship Partners can publicly recognize successful partnership projectsand activities, whichinturn will:

B Provideyouth and the community with positiverole models,

B Stimulatefriendly competition, fostering higher expectationsfor positive changesinyouth
achievement, behaviors, and attitudes,

B Raseawarenessof Navy community serviceat loca, sate, and national levels,
B Recruit ongoing commitment to participationin Navy community service partnerships,
B Improvethe salf-imageof participants.

Command Volunteer Coordinators should periodicaly disseminateinformation about successful experi-
ences. Lessonslearned should be communicated up the chain of command/(chain of assistance) andto
other regionsthroughout the Navy, as appropriate, to shareinnovativeideasthat work, or evento sparea
command thefrustrations of obstacl esthe command may have encountered.
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The* Navy Volunteer!” produced by Commander, Navy Ingtalations Command (CNI), may a so be used
to communicate successful experiences. Storiesmay be submitted with color or black-and-white photos
with captioninformationidentifying who, what, where, when, and why. For additiona information, call the
NCSP program manager at (901) 874-4270, DSN 882-4270, or fax (901) 874-6825 or DSN 882-6825.

Media Coverage

The Command Volunteer Coordinator should coordi-
nate withthe Public Affairs Officeto develop apublic
affairsplan to promote awarenessfo NCSP success

storiesthrough the use of interna and external media,
aswdll asother communication tools, such asPlan of
the Day notes.

The Public Affairs Office has overall
responsibility for releasing information,

including pressreleases, for the command.




Navy Community Service Program

Figure 9-1
Exemplary Program Form for the Navy Community Service Program

EXEMPLARY PROGRAM FORM FORTHE NAVY COMMUNITY SERVICE PROGRAM

Command:

Command Address:

Point of Contact: Phone:

Please provide theinformation requested bel ow to describe any exemplary community service activity that
you fed issuccessful and you would recommend for useto other community service coordinators:

Activity:

Objective(s):

Participants:

Number of Navy Volunteers Participating:

Activity Implementation (how it works):

Accomplishments:

Recommendations (waysto avoid pitfalls, disseminate results, reward and recognize partici pants, etc.):

Please attach any materials regarding this exemplary activity such as evaluation data, news articles,
photographs, or recognition forms and return to the Area Coordinator.
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Section 10
FREQUENTLY ASKED QUESTIONS:
NAVY COMMUNITY SERVICE PROGRAM

Personal Excellence Partnership Flagship

Question: What isthe purpose of the Per sonal Excellence Partner ship Flagship?

Answer : The Persond Excellence Partnership Flagship isapartnership effort among Navy commands,
public and private sector organizations, schools, and youth groupsto improve schol astic achievement,
socid, and lifeskillsand provide vocationa guidance. Navy personnel may volunteer to assist with tutoring,
mentoring, sharing information with teachers, supporting specia school programs (career days, sportsdays,
Red Ribbon cel ébrations), and encouraging students.

TheNavy Community Service Program encourages Flagship Partnershipsto assist in the education and
enrichment of the nation’ syouth and communitiesand in revitalizing citizenry. Navy commandsare encour-
aged tojoin with other military services, businesses, labor, foundations, collegesand universties, religious
organizations, mediagroups, community organizations, heath care centers, and Government agenciesin
developing acollective vision of community needsand commitment to share respong bilitiesand resourcesto
addressthem.

Question: What isthediffer ence between a partner ship and adopting a school ?

Answer: Most people usethetermsinterchangeably. Theterm * adoption” suggeststhat the adopter will
take care of all the needs of the adopted organization. Navy commandsdo not have the authority or the
resourceto commit to the adoption of an organization. Theterm “partnership” impliesashared responsibil-
ity, with the possibility of cooperation between severa community organi zationsto improve education and
opportunitiesfor youth.

Question: | sthe Per sonal Excellence Par tner ship Flagship arecruitinginitiative?

Answer: The Navy Persond Excellence Partnership Programisnot arecruiting program. Thisprogramis
intended to demonstrate the Navy’ scommitment to the nation’ sfuture by contributing to the devel opment of

young people.

Question: Doesthisprogram apply only to Navy commandsor can individualsand or ganizations
participate?

Answer: The Navy hasalong tradition of encouraging individual membersto contribute to the devel opment
of thelr communitiesthrough volunteer service. Thefocusof the Persona Excellence Partnership Flagship,
however, ison Navy commands or activities, whose personne resources can befocused on addressing the
needs of aFlagship Partner. The Persona Excellence Partnership Flagshipisnot intended to replace or
discourageindividua volunteer efforts; rather, itisaimed at increasing the effectiveness of individual service
members by combining effortsinto astronger, coordinated, focused endeavor. Furthermore, only com-
mand-sponsored partnerships are authorized for personnel rel easetime during normal working hours,
providefor volunteer liability, and areeigiblefor submission to the Navy Community Service Award pro-
gram.
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Question: What paperwork isinvolved in a Personal Excellence Partner ship?

Answer: The primary paperwork consists of (1) asigned partnership agreement between the Commanding
Officer, the Command Volunteer Coordinator and the Flagship Partners, (2) astatement that volunteer
screening has been conducted, and (3) authorization for approved command membersto participateina
command Persona Excellence Partnership. The authorization consists of the nameand socid security
number of Navy personnel approved to participate in the Navy Community Service Program and Flagship
Partnerships.

Question: Towhom should | direct questionsr egar dingthe Navy Community Service Award?

Answer: Y ou should direct your questionsto the Regional and Loca AreaCoordinator, the Flagship
Sponsor, or to Commander, Navy Ingtalations Command, Millington DET (N-255).

Question: What happensif the Navy partner isaship that deploys? Can aFlagship Partnership
still exist if the Navy member isdeployed?

Answer : If the command isdeployed, do not avoid or terminate a Flagship Partnership. Thefocusof the
activitieswill need to be adjusted to address the needs of the command and the needs of the Flagship
Partner. Possible dternativesinclude establishing apen pa program, sharing pictures or videos of the new
location for usein geography classes, writing | etters that describelife on board aship or submarine, or
describing cultural traditionsencountered in foreign ports.

Question: How much timedoesit taketo support a Flagship Partner ship?

Answer: Thetimerequired to support aFlagship Partnership depends upon the activitiesthat the command
agreed to support when the partnership was established. Care should be taken when establishing thegoals
and plan of action. FHagship Partnerships should use available resources. If aNavy command findsthat it
has over-extended itsdlf in the partnership, the Command Vol unteer Coordinator should contact the Flag-
ship Partner to arrangeto renegotiate partnership activities. The average volunteer spendsabout two hours
aweek on the Personal Excellence Partnership Flagship.

Question: How many volunteer sareneeded to have a partnership?

Answer: The number of volunteers needed for aFagship Partnership depends upon the partnership activi-
tiesthat the command agreed to support when the partnership was established. If command sizeor volun-
teer participation varies significantly, partnership activities can be renegotiated with the Flagship Partner to
reflect the command’ savailable resources.

Question: WhoistheFlagship Sponsor for the Per sonal Excellence Par tner ship Flagship?

Answer: The Persond Excellence Partnership Flagship Sponsor is Commander, Navy Ingtalations Com-
mand, Marketing and Multimedia Devel opment Branch (N-255).
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Question: DoesNavy provideany guidancefor operating a partner ship?

Answer: The Navy guidance consistsof OPNAVINST 5350.6 series, which provides policy and imple-
mentation requirements, aswell asthe Navy Community Service Program Guidebook. The Community
Service Newdettersareissued regularly to update the Command Volunteer Coordinator on Navy activities.

Health Safety And Fitness Flagship

Question: IstheHealth Safety and Fitness Flagship a separate program or isit part of the Per -
sonal Excellence Partner ship Program?

Answer: The Hedlth Safety and Fitness Flagship isadistinct component of the Navy Community Service
Program; however, aspects of health and nutrition, physicd fithessand sportsareincluded in thegoasof the
Persona Excellence Partnership Flagship. The Chief of Nava Education and Training (CNET), the Flagship
Sponsor, has prepared aHed th Safety and Fitness curriculum, which isava uable asset for Navy com-
mandsto offer Flagship Partners. The program stands on its own and may be used with recreation centers,
after school programsfor kids, neighborhood sports programs, or youth group programs.

Question: Can | usethe exercises and test that are used by the Navy for Physical Readiness
Training (PRT) with children and youth?

Answer: Whilethereisno reason that the exercisesfrom the Navy’ sPRT could not be used with youth, the
actual PRT should not be used asafitnessindicator. The scoring tablesthe Navy usesfor the PRT are not
appropriatefor school-aged children.

Question: Do Special Olympics, Little L eague, and neighbor hood soccer fall under theHealth
Safety and Fitness Flagship?

Answer: The programs support the goals and objectives of the Health Safety and Fitness Flagship. Com-
mands are encouraged to support these types of programsas part of the Health Safety and Fitnessinitia-
tives.

Question: AreHealth Safety and Fitness programslong-term like Per sonal Excellence Partner -
ships?

Answer: Hedlth Safety and Fitness projectsand activitiesmay be either long- or short-term. For instance,
using the CNET curriculum with ayouth recrestion center would be along-term project while assisting with
local Specia Olympics competitionswould be ashort-term project.

Question: Doesa command need awritten agreement for a Health Safety and Fitness Flagship
Partnership?

Answer: Itisagood ideato have awritten agreement so that everyone clearly understands commitments,
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obligations, and operating requirements. Regardless of whether or not thereisawritten agreement, com-
mands still need to screen partici pating membersto ensure that volunteers are good role modelsand will
represent the command. Vol unteers should recei ve written confirmation authorizing participationinthe
Flagship Partnership.

Environmental Stewardship Flagship

Question: What isthe pur pose of the Environmental Stewar dship Flagship?

Answer: The purpose of the Environmenta Stewardship Fagship isto educate youth and familieson
domestic and internationa environmental initiatives, and to encourage communitiesto preserve, protect,
restore and enhancethe environment.

Question: WhoistheFlagship Sponsor for the Environmental Stewar dship Flagship?
Answer: The Deputy Chief of Naval Operations (Logistics) (N4) isthe Flagship Sponsor.
Question: What isenvironmental justice?

Answer: Environmenta Justice hasbeen defined by the United States Environmental Protection Agency’s
Office of Environmenta Justice as*thefair treatment and meaningful involvement of dl peopleregardlessof
race, color, nationa origin, or income with respect to the development, implementation, and enforcement of
environmental laws, regulationsand policies. Fair treetment meansthat no group of people, including racid,
ethnic, or socioeconomic group, should bear adisproportionate share of the negative environmenta conse-
quencesresulting fromindustrial, municipal, and commercia operationsor the execution of federd, State,
locd, andtribal programsand policies.” Thegod of this“fair treetment” isintended to identify potentially
disproportionately high and adverse effectsand identify aternativesthat may mitigatetheseimpacts.

Question: Whoisresponsiblefor issuesrelated to environmental justice?

Answer: Each federa agency isresponsiblefor addressing theissue of environmenta justice as part of the
agency’ smission. The Department of Defense (DOD) devel oped a Strategy on Environmenta Justicethat
identifiesmgjor programsand areas of emphasis. Goalsinclude the promotion of partnershipswith stake-
holdersand identifying impactsof DOD activitieson minority and low-income popul ations.

The Environmental Justice program isoverseen by the United States Environmenta Protection Agency. The
programisaresult of Executive Order 12898, Federal Actionsto Address Environmental Justicein Minor-
ity Populationsand L ow-Income Populations. The order, dated Feb. 11, 1994, isintended to promote
nondiscriminationin federa programs affecting human health and the environment, and to provide minority
communitiesand |ow-income communities accessto public information on, and an opportunity to participate
in, mattersrelating to human health and the environment.

Furthermore, TitleVI of the Civil Rights Act of 1964 requires each federal agency to ensurethat al pro-
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gramsor activitiesreceiving federa financia assstance that affect human health or the environment do not
directly, or through contractua or other arrangements, use criteria, methods, or practicesthat discriminate
onthebasisof race, color, or nationa origin.

TheNationa Environmental Policy Act of 1969 (NEPA), 42 U.S.C. Section 321 et. seq. and provisionsin
theInstallation Restoration program that pertain to Restoration Advisory Boards, provides opportunity to
addressenvironmental justiceissues. Thereisan emphasison providing for public participation and con-
ducting anadysison environmental effectsthat include human health, economic and socid effects, or federd
actionsthat include effects on minority communitiesand low-income communities.

Stepsthe Navy hastaken toimplement the DOD strategy include: trand ating documentsinto additiona
languages, providinginterpretersat public meetings, posting environmenta warning sgnsin additiona
languages, establishing an Internet home page (www.enviro.navy.mil), and devel oping partnershipswith local
communities. The Navy Community Service Program encourages partnershipsand outreach effortsto
address community issues.

For additional information, contact the Chief of Naval Operations (N45), CNO Environmental Readiness
Division, 2000 Navy Pentagon (NC1 Suite 2000), Washington, DC., 20350-2000

Campaign Drug Free Flagship

Question: Who participatesin the Campaign Drug FreeFlagship?

Answer: ThisFHagship issponsored by the Director of Naval Reserve and primarily uses Navy and Marine
Corpsvolunteersto deliver the message to studentsto refrain from experimenting or using drugsor acohal.

Question: |sCampaign Drug Freeadrugdemand education reduction program?

Answer: Campaign Drug Freeisnot along-term education program. Thisdrug demand reduction program
providesyoung peoplewith Navy rolemodelsin exciting military careerswho motivatethe studentsto
abstain from using drugsif they wish to qualify for jobslike the speaker’s. It makesthe students|ook ahead
to their possbilitiesand givesthem theinformation they need to make those possibilitiesredlities.

Question: How do | set up a Campaign Drug Freepresentation for a Flagship Partner ship be-
tween thecommand and a school or youth or ganization?

Answer: Contact the nearest Naval Reserve activity or call 1-800-554-4542 to locate apresenter. You
may also email your request to campai gn.drugfree@navy.mil.
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Question. If my partner ship school hasa Drug and Alcohol Resistance Education (DARE) Pro-
gram, Red Ribbon Program, or other comprehensivedrug demand reduction education program
for itsstudents, would a Campaign Drug Free presentation be* overkill?”

Answer: Campaign Drug Free presentations complement other drug demand reduction education initiatives.
The Command Volunteer Coordinator isencouraged to schedule a Campaign Drug Free presentation to
reinforce other school drug and acohol prevention efforts.

Project Good Neighbor Flagship

Question: What isthe purpose of the Project Good Neighbor Flagship?

Answer: The Project Good Neighbor Flagship consstsof basic humanitarian relief and assistance. This
includes helping out at asoup kitchen or homel ess shelter; donating used clothing and food itemsto the
needy; visiting and hel ping the sick or elderly; repairing and fixing up school s, orphanages, or group foster
homes; and ass sting communitiesafter anaturad disaster.

Question: IsProject Good Neighbor ayear-round program?

While Project Good Neighbor Flagship projectsand activities may occur at any time, some command focus
their efforts on specific occasonslike holidays, Make A Difference Day, Day of Caring, National Volunteer
Week, Christmasin April, and other recurring volunteer celebrations.

Question: Do volunteer sneed to be screened for Project Good Neighbor Flagship projectsand
activities?

Answer: Volunteers should always be screened to ensure that they are suitablefor the activity they will be
supporting and are good representatives of the Navy. Furthermore, al volunteers should be designated in
writing as participants of acommand-sponsored volunteer event. Thiswill ensurethat volunteer ligbility is
covered inthe event that the volunteer isinvolved in an accident during the Project Good Neighbor Flagship
project or activity.

Question: Can Navy commands promotefund-raising activitiesto support ahumanitarian relief
effort asa Project Good Neighbor Flagship project or activity?

Answer: Navy commands may not promote fund-raising for aFlagship Partnership project or activity. The
only fund-raising that Navy commands can engagein are those that support the Navy/Marine Corps Relief
Society and the Combined Federal Campaign.

10-6



Navy Community Service Program

Question: Wherecan | get ideasfor Project Good Neighbor projectsand activities?

Answer: Contact thelocal Navy Chaplain, the Regional and Loca AreaCoordinator, thecommunity’s
Volunteer Action Center, or alocal relief agency such asthe United Way or the American Red Cross.

Question: WhoistheFlagship Sponsor for the Project Good Neighbor Flagship?

Answer: The Project Good Neighbor Flagship Sponsor isthe Chief of Chaplains of the Navy.
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APPENDIX A
REFERENCES

Instructions and Guidance Pertaining to the
Navy Community Service Program
Public Law 101-165, Section 9111, Partnership with Schools Program, November 1989

This law provides the Department of Defense with the authority to enter into partnership programs
and agreements with educational institutions. It also allows the Department of Defense to provide
assistance by loaning and transferring defense laboratory equipment to educationa institutions.

Public Law 101-510, November 5, 1990

This law encourages partnerships with educational institutions and allows loaning of defense labora-
tory equipment to institutions as well as allows making laboratory personnel available to teach science
courses and develop science courses as well as materials.

Public L aw 101-610, National and Community Service Act of 1990 (November 16, 1990)

Authorizes severa programs to engage citizens of the U.S. in full- and/or part-time projects designed
to combat illiteracy and poverty, provide job skills, enhance educationa skills, and fulfill environmen-
tal needs.

Executive Order 12820, “ Facilitating Federal Employees Participation in Community Service’

This Executive Order charges agencies with encouraging direct and consequential community service
and requires a senior official to be designated to provide leadership to support community service.

Executive Order 12999, “ Educational Technology: Ensuring Opportunity for All Children in
the Next Century” (April 17, 1996)

This Executive Order streamlines the transfer of excess and surplus federal computer equipment to
the nation’ s classrooms (and nonprofit organizations) and encourages federal employees to volunteer
their time and expertise to assist teachers and to connect to classrooms.

The Federal Employees Liability Reform and Tort Compensation Act of 1988

5U.S.C., Chapter 81, Compensation for Work Injuries

Guidance on Scheduling Work and Granting Time-off to Permit Federal Employeesto Partici-
patein Volunteer Activities.

The Office of Personnel Management (OPM) has prepared guidance to support the efforts of depart-
ments and agencies to encourage employee participation in volunteer activities. Departments and
agencies should also review any applicable regulations or policies and collective bargaining agree-
ments before making determinations on these matters.
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Public L aw 105-19, June 18, 1997 - Volunteer Protection Act of 1997

Provide certain protections to volunteers, nonprofit organizations, and governmental entitiesin
lawsuits based on the activities of volunteers.

JAGINST 5800.7 series, Manual of the Judge Advocate General

DOD 5500.7-R, Joint Ethics Regulations

This regulation provides guidelines on favoritism, instructions on receipt and provision of gifts, and
use of Government funds.

Department of Defense Manual 4160.21M - Defense M ateriel Disposition M anual

This manual, authorized by DoD 4140.1-R, Department of Defense (DoD) Materiel Management
Regulation, implements the requirements of the Federal Property Management Regulation (FPMR),
and other laws and regulations as appropriate, as they apply to the disposition of excess, surplus, and
foreign excess personal property (FEPP).

DOD Instruction 1402.5, Criminal History Background Checks

This instruction requires existing and newly hired “care providers’ to have background checks. “Care
providers’ include civilian and military providers who regularly have contact with children. Thisis
inclusive of DOD education and recreational programs.

DOD Instruction 1400.25-M, Subchapter 630, Section G, DOD Civilian Per sonnel M anage-
ment System (Nov. 25, 1996)

This guidance permits a command to grant excused absence for employees participating in manage-
ment-sponsored volunteer projects such as school partnerships.

DOD Instruction 1000.15, Private Organizations on DOD I nstallations

Updates responsibilities and procedures to define and reestablish parameters for private organizations
located on DoD installations for their authorization and support.

United States Navy Regulations 1990 (Art. 0835)

SECNAVINST 5720.44A, Department of Navy Public Affairs Policy and Regulations
This instruction provides guidelines on fund-raising as well as use of equipment and facilities.

Community Relations

Security and Policy Review
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OPNAVINST 5350.6 Series, Navy Community Service Program

This instruction establishes the Navy Community Service Program and Flagships and provides guid-
ance for Navy personnel, including commands and volunteers.

OPNAVINST 5720.2L , Embarkation in U.S. Naval Ships

To provide guidance pertaining to the embarkation of civilian guests aboard Navy ships, submarines
and vessals for public affairs purposes.

Memorandum for CNO of April 8, 1989

This memorandum states that “volunteers are acting in an officia capacity when involved with com-
mand-sponsored (community) activities, and, as such, their efforts are considered to be within the
scope of their duties and employment.”

BUPERSINST 1650.12 Series, Navy Community Service Award

Thisinstruction provides igibility criteriaand nominating procedures for recognizing Navy com-
mands that engage in exemplary voluntary community service activities.

SECNAVINST 1650.1G, Navy and M arine Cor ps Awar ds M anual

Section four of the Navy and Marine Corps Awards Manual criteria for awarding the Military Out-
standing Volunteer Service Medal for sustained, significant volunteer service.

Qualifying servicesfor the Military Outstanding VVolunteer Service M edal

Sample MOV SM Authorization L etter
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Enclosure (2)
DONATING EXCESS COMPUTER
EQUIPMENT TO SCHOOLS AND NONPROFIT ORGANIZATIONS

Executive Order 12999, “Educationa Technology: Ensuring Opportunity for All Children in the Next
Century” was signed on April 17, 1996 and streamlines the transfer of excess and surplus Federa
computer equipment to our nation’s classrooms and encourages federal employees to volunteer their
time and expertise to assist teachers and to connect classrooms.

EO 12999 states, “In order to ensure that American children have the skills they need to succeed in
the information-intensive 21st century, the federal government is committed to working with the
private sector to promote four maor devel opments in American education: making modern computer
technology an integral part of every classroom; providing teachers with the professiona devel opment
they need to use new technologies effectively; connecting classrooms to the National Information
Infrastructure; and encouraging the creation of excellent educationa software.”

Computers for Learning (CFL)

Computers for Learning (CFL) provides schools and educational nonprofit organizations a place to
request excess computer equipment. It also provides a quick and easy way for government agencies
and the private sector to donate excess equipment to schools and educational nonprofits. The result is
a benefit to schools who recelve much needed computers. Organizations no longer need to waste
space storing surplus computers. The community is better served as a useful computer is deployed as
avaluable learning tool.

The CFL program evolved as a guide for implementing Executive Order 12999, Educationa Technol-
ogy: Ensuring Opportunity for al Children in the Next Century. The executive order encourages
agencies, to the extent permitted by law, to transfer computers and related periphera equipment
excess to their needs directly to schools and some educational nonprofit organizations. The CFL
program specifically matches the computer needs of schools and educationa nonprofit organization
with excess equipment in Federa agencies.

CFL will make an extra effort to transfer excess computer equipment to eigible schools and educa-
tional nonprofit organizations in Federal Empowerment Zones and Enterprise Communities (EZ/
ECs). Established by law in 1993, EZ/ECs create self-sustaining, long-term economic development in
areas of pervasive poverty and unemployment. Schools and educationa nonprofit organizations
indicate whether they are located within an EZ/EC when they register for the program.

Department of Defense (DoD) Computer for Learning (CFL)

The DoD CFL program authorizes the transfer of information technology (1T) assets to Historically
Black Colleges and Universities, Minority Institutions, Tribal Colleges and Universities, and pre-
kindergarten through 12th grade public and private schools as well as educational nonprofit organiza-
tions.

School

A school is eligible to receive donations through the DoD CFL program it if isa public, private,
parochia school serving pre-kindergarten through grade 12 students. Schools and educational
nonprofits must also be located within the United States of Americaor itsterritories to be eligible.
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Special consideration for computer donations will be given to schools and educational nonprofitsin
federa empowerment zones and enterprise communities. You can determine whether your school or
educational nonprofit islocated within an empowerment zone or enterprise community at the EZ/EC
website located at http://www.ezec.gov/.

Educational Non-Profit

The General Services Administration (GSA) Computers for Learning Program, developed guidelines
for Department of Defense (DOD) agencies to follow when transferring excess computer equipment
to educational nonprofit organizations. The criteria given below should be used to determine whether
or not a nonprofit organization qualifiesto receive DOD computer equipment under E.O. 12999,
Educational Technology: Ensuring Opportunity for All Children in the Next Century. The criteriaare
grounded in the order’ s use of the Stevenson-Wydler Technology Innovation Act of 1980 (15 U.S.C.
3703) to authorize the transfer of computer equipment and the definition of nonprofit organizations
found in section 4 of that Act.

Criteria:
1. The organization has a current tax exempt certificate and identification number issued by the
Internal Revenue Service under section 501(c) of the United States Tax Code.

2. The organization must operate exclusively for the purpose of education.
3. The organization must serve pre-kindergarten through grade 12 students.

If these three criteria are met, the nonprofit organization is eligible to receive DOD computer equip-
ment. Navy commands should work with the GSA CFL program to properly transfer excess com-
puter equipment.

Software

Software is not automatically transferred with the computers. Software manufacturers license users
to use their software and is almost never sold outright. Therefore, software is not the Navy’sto
donate. Software manufacturers may authorize transfer of those licenses from the Navy to schools,
but the transfer must be done formally by the software manufacturer.
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Enclosure (3)
PARTNERSHIPS BETWEEN DEFENSE
LABORATORIES AND EDUCATIONAL INSTITUTIONS

Public Law 101-510, passed on Nov. 5, 1990, provides guidelines on what resources labs can make
available to schools, and encourages partnership agreements between defense labs and educational
ingtitutions in order to encourage and enhance study in scientific disciplines at al levels of education,
particularly among minority students. It reads as follows:

There are guidelines on what resources labs can make available to schools, that encourage partnership
agreements between defense labs and educational institutions.

“Under a partnership agreement entered into with an educational institution (defined as local educa-
tion agencies, colleges, universities, and any other nonprofit institutions that are dedicated to improv-
ing science, mathematics, and engineering education), the director of a defense laboratory may pro-
vide assistance to the educational institution by:

1. Loaning defense laboratory equipment to the institution;

2. Transferring to the institution defense laboratory equipment determined by the director to be
surplus;

3. Making laboratory personnel available to teach science courses or to assist in the development of
science courses and materials for the institution;

4. Involving faculty and students of the institution in defense laboratory research projects;

5. Cooperating with the institution in devel oping a program under which students may be given
academic credit for work on defense laboratory research projects; and

6. Providing academic and career advice and assistance to students of the institution.

The Secretary of Defense shall ensure that the director of each defense laboratory shall give a priority
under this section to entering into an education partnership agreement with one or more historically
black colleges and universities and other minority institutions.”

The Secretary of Defense shall ensure that, in entering into education partnership agreements under
this section, the director of a defense laboratory gives a priority to providing assistance to educational
institutions serving women, members of minority groups, and other groups of individuals who tradi-
tionally are involved in the engineering and science professions in disproportionately low numbers.”

NOTE: Thereisno current legidation that similarly addresses the use or transfer of resources from
military commands to their Personal Excellence Partnership schools or youth organizations.
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Enclosure (4)
STANDARD PROPERTY LOAN AGREEMENT

By this agreement, made as of (date) between the United States of America, hereinafter called “the

Government,” represented by (name/title of Service representative), hereinafter referred to as “the

Lender”, and (name of Municipality, non-profit organization., etc.), hereinafter referred to as “the

Borrower”, incorporated and operating under the laws of the State of and located at
; and,

Pursuant to (Public Law 80-421 (10 U.S.C. 2572)) the Government hereby loans to the following
property: for the period commencing and ending
with an option for annual renewal.

Whereas the Borrower has applied in writing by letter date for the loan of said property, he
hereby agrees to accept it on an “asis, whereis’ basis, to be responsible for al arrangements and to
assume and pay al costs, charges and expenses incident to the loan of this property, including the cost
of preparation for transportation from (location of property) to (destination), of disassembly, pack-
ing, crating, handling, transporting and other actions incidental to the movement of the loaned prop-
erty to the Borrower’ s location; and

Whereas the Borrower shall obtain no interest in the loaned property by reason of this agreement and
title shall remain in the Lender at al times; and,

Whereas the Borrower agrees to use the |loaned property in a careful and prudent manner, not, with-
out prior permission of the Lender to modify it in any way which would ater the origina form, design
or the historical significance of said property, to perform routine maintenance so as not to reflect
discredit on the Lender, and to display and protect it in accordance with the instructions set forth in
attachment which are incorporated herewith and made part of this Loan Agreement;
and,

Whereas the Borrower agrees to accept physical custody of the property within (period of time), after
execution of this agreement, to receipt to the Lender for said property on assuming custody of it, to
place it on exhibit within (period of time), and to report annually to the Lender on the condition and
location of the property.

Whereas the Borrower agrees not to use the loaned property as security for any loan, not to sell,
lease, rent, lend, or exchange the property for monetary gain or otherwise under any circumstances
without the prior written approval of the Lender; and

Whereas the Borrower agrees to indemnify, save harmless, and defend the Lender from and against all
claims, demands, actions, liabilities, judgments, costs, and attorney’ s fees, arising out of, claimed on
account of, or in any manner predicated upon persona injury, death, or property damage caused by or
resulting from possession and/or use of the loaned property; and

Whereas the Borrower agrees to allow authorized Department of Defense representatives access to
the Borrower’ s records and facilities to assure accuracy of information provided by the Borrower and
compliance with the terms of this Loan Agreement; and
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Whereas the Borrower agrees to return said property to the Lender on termination of this Loan
Agreement or earlier, if it is determined that the property is no longer required, at no expense to the
Lender;

The failure of the Borrower to observe any of the conditions set forth in this Loan Agreement and the
attachment(s) thereto shall be sufficient cause of the Lender to repossess the loaned property. Repos-
session of al or any part of the loaned property by the Lender shall be made at no cost or expense to
the Government; the Borrower shall defray all maintenance, freight, storage, crating, handling, trans-
portation and other charges attributable to such repossession.

Executed on behalf of the Lender this day of , 20 , a ,

United States of America

By:

Title:

Agency:

Address;

ACCEPTANCE

The Borrower, through its authorized representative, hereby accepts delivery of the loaned property
subject to the terms and conditions contained in the Loan Agreement set forth above.

Executed on behalf of the Borrower this__ day of , 20 , at

(Name of Borrower Organization)

By:

Title:

Address;
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APPENDIX B
GLOSSARY

The following are terms relevant to the Navy Community Service Program.

Campaign Drug Free Flagship. A project of Navy and Marine Corps personnel that deliversa
simple message: “If you want to be a success, don't use drugs.” Sailors and Marines serve as volun-
teersto lecture on prevention of drug abuse in elementary, middle, and high schools nationwide.

Citizenship. The development of skillsaimed at improving the individua’s value to American society,
including taking responsibility for one's actions, justice, compassion, respect for self and others,
community service, and concern for the environment.

Coordinator. Appliesto regional, local area and Command Volunteer Coordinators alike. In general,
the coordinator is the person assigned the day-to-day management and coordination responsibilities
for any community service project or Flagship.

Education. Persona intellectual growth and achievement in subjects such as reading, writing, En-
glish, foreign languages, mathematics, science, computer skills, geography, history, humanities, social
studies, and knowledge of other cultures.

Educational Institution. Loca education agencies, schools K-12, colleges, universities, and any
other nonprofit institutions that are dedicated to improving science, mathematics, and engineering
education.

Environmental Stewardship Flagship. Community Service projects that focus on preservation and
restoration of the environment through education of youth, their families and the community.

Flagships. The Community Service Program isinitiated through local commands in collaboration
with public and private sector organizations and is based upon five premier community service pro-
grams called “Flagships.” Each one of these Flagships supports a variety of community service activi-
ties that coordinate with the Flagship mission.

Flagship Partnership. A joint Navy and community effort to assist in the education and enrichment
of the nation’ s youth and communities and in revitalizing citizenry. The intent of developing a partner-
ship isto obtain and pool resources and volunteers for the purpose of strengthening the academic and
persona growth of youth, and improve the quality of life in communities. Flagship Partnerships seek
to promote a collective vision of community needs and commitment to share responsibilities and
resources to target issues related to education, health and fitness, environmental conservation, citizen-
ship, and humanitarian assistance.

Health, Safety & Fitness Flagship. Health promotion programs are those activities designed to
promote a healthy lifestyle. Health, Safety & Fitness addresses physical fitness, sports, exercise,
nutrition and weight control, alcohol and drug abuse prevention, smoking prevention or cessation,
stress management, back injury prevention, high blood pressure screening and control, and personal
safety practices such as the use of car restraints and bicycle/motorcycle helmets.

B-1



Navy Community Service Program

Partnership. A partnership is a cooperative effort between one or more organizations (e.g., educa-
tional ingtitution, private business, civic organization) and a recipient entity (e.g., school, school class,
orphanage, haf-way house) to enhance the education of youth or improve the quality of life of the
community. Most Navy partnerships involve one Navy command and one school.

Partnership Program. A cooperative effort between the military and an educational institution or
community organization to enhance the education of students or the quality of life for the community.

Per sonal Excellence. The achievement of an individua’s highest potential in education, health,
physical fitness, and citizenship.

Per sonal Excellence Flagship. This Flagship’s godl is to strengthen the education, health promotion,
and citizenship of America s youth, preschool through 12th grade through tutoring, mentoring,
conducting science fairs, computer instruction, health/fitness activities, and community service,
including environmental projects.

Project Good Neighbor Flagship. Encourages Navy people worldwide to participate in programs
which serve needy families in neighboring communities. The Navy’s Chief of Chaplains coordinates
the activities, such asfood drives, building homes for less fortunate people, and cooking Thanksgiving
dinner at shelters for homeless people.

School Volunteer. A person beyond the age of compulsory schooling who is working without finan-
cial remuneration under the direction of professional staff within a school or school district.

Volunteer. A volunteer is any person working without financial remuneration under the direction of
professional staff within a school or other public support organization.
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APPENDIX C
NCSP PROGRAMS, PROJECTS AND IDEAS

The following are examples of partnerships and projects that satisfy the Navy Community Service
Program (NCSP) goal of assisting in the education and enrichment of the nation’s youth and commu-
nities and in revitalizing citizenry. The Flagship Partnership programs target issues related to educa-
tion, health safety and fitness, environmental stewardship, citizenship, and humanitarian assistance.

Programs

STARBASE ATLANTIS

A U.S. Navy program serving local community youth by offering students an opportunity to partici-
pate in avariety of learning experiences designed to increase interest in and knowledge of math,
science and technology. These activities also help students to develop positive self-esteem, focus on
setting and achieving personal goals and develop a drug free life-style. The hands-on approach and
participatory learning experiences provide a strong motivation to learn. Teamwork is emphasized
throughout the curriculum, teaching students to work effectively with others.

Fifth grade students from selected schools attend classes at the Navy facility one day aweek over a
five-week period. Participating teachers from each class are provided supplementary materials de-
signed to sustain student excitement between Starbase-Atlantis visits. Year-round and summer pro-
grams are also offered for teachers and students. More than 25,000 students have already attended
Starbase Atlantis programs.

The Starbase Atlantis curriculum includes astronomy, model rocketry and the physics of flight. Class-
rooms are located at a variety of installations and each site uses available Navy resources to enhance
program operations. In areas where surface ships or submarines are concentrated, participating
students are exposed to skills related to ship operation and navigation. Aircraft flight and related
concepts are the focus in classrooms on naval bases with aviation concentrated missions. One acad-
emy operates on a Navy Construction Training Base. Students visiting this classroom are exposed to a
broad range of construction trades, including engineering of buildings, bridges and other related
concepts. At many of the Starbase-Atlantis locations students have an opportunity to operate actual
simulators or computer simulation programs to enhance their learning experiences.

Complete lesson plans corresponding to state math and science requirements have been developed for
al activities. Evaluation of program impact is based upon pretest and post-test score comparisons and
guestionnaires returned from students, teachers, parents and participating Navy personnel.

Starbase Atlantis, one of many Personal Excellence Partnership programs, serves the U.S. Navy and
the community by providing an inspiring educational program for children, and by reinforcing Navy
Core Values of Honor, Courage, and Commitment.

For additional information, visit the Starbase Atlantis website at
https://www.cnet.navy.mil/comunity/starbase/sa.html or contact the Starbase Atlantis Director, at
(850) 452-4837 or DSN 922-4837.
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PEER MEDIATION

If your partnership school does not have a mediation or conflict resolution program, start one! Peer
mediation programs teach youth to help others resolve conflicts without resorting to violence. The
program trains a third party to help people see the conflict from the other person’s point of view and
to work together to find aresolution to the conflict. The Association for Conflict Resolution (ACR)
at 1015 18th St., NW, Suite 1150, Washington, DC 20036, Phone: (202) 464-9700, has materials on
establishing a peer mediation program at your school. Also visit
http://teacherpathfinder.org/Support/peermediate.html

TREE MUSKETEERS (TM)

Tree Musketeers is committed to empowering young people to lead environmental improvement in
earth’ s communities through innovative action and education programs that motivate othersto be-
come partnersin a united youth movement. Tree Musketeers was incorporated in 1990 as a nonprofit
administered by youth with the support of adult partners. All activities are youth-led with adults
serving as a support system for young decision makers. The vision of Tree Musketeersincludes
planting trees and exerting powerful influence in fostering social change.

Projects supported by Tree Musketeers include planting trees to create wildlife habitats. For example,
in El Segundo, Calif. Tree Musketeers volunteers work with Chevron USA to plant native vegetation
to help the endangered El Segundo Blue Butterfly survive. The Tree Musketeers have aso created the
Partners for the Planet Network in which children run a speakers bureau, 1-800 hotline, and coordi-
nate national youth environmental summits. For information on starting a Tree Musketeers chapter,
visit their Web site at http://www.treemusketeers.org/index.asp. Tree Musketeers, 136 Main Street,
Suite A, El Segundo, Calif. 90245-3800, Hotline (800) 473-0263, business telephone number (310)
322-0263.

EARTH FORCE

Earth Force engages young people as active citizens who improve the environment and their commu-
nities now and in the future. They do so by training and supporting educator s in programs that
enable young people to lead community action projects focused on creating sustainable solutions to
local environmental issues in the community. For example, an Earth Force class may decide that they
want to clean up alocal park strewn with litter. Cleaning up the park is an admirable task, but it does
not ensure the park will be clean the next week. Earth Force encourages young people to look at the
root cause of the issue and focus on creative solutions that address a public policy or community
practice. In the end, Earth Force is a transformative experience for students, educators and the com-
munity. For more information contact http://www.earthforce.org or write to Earth Force, 1501
Wilson Blvd., 12th Floor, Arlington, VA 222009.

TOASTMASTERS INTERNATIONAL

Toastmasters International, a nonprofit organization, develops communication and leadership skills
through a series of speech assignments which teach and reinforce the basic techniques of public
speaking. Help youth learn the arts of speaking, listening, and thinking - crucia skills for personal and
professiona development - by sponsoring a Junior Toastmaster Club in your partnership school.
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Check with your local Human Resources Office. For additional information, contact
http://www.toastmasters.org or 949-858-8255.

CONSTITUTIONAL RIGHTS FOUNDATION

The Constitutional Rights Foundation is a nonprofit organization that has developed mini-lesson plans
to introduce elementary and secondary school students to the Bill of Rights. Through provocative
discussion and writing activities, the lesson plans afford students the opportunity to explore the
individual amendments and concepts of fair rules and responsible authority. Another resource offered
by the Foundation isthe “Bill of Rightsin Action,” afree newsletter for distribution to students. The
newsletter presents articles to help students analyze current issues related to the Constitution. For
more information, contact http://www.crf-usa.org or the Constitutional Rights Foundation, 601 S.
Kingsley Drive, Los Angeles, CA 90005, (213) 487-5590, FAX (213) 386-0459.

GLOBE

Global Learning and Observations to Benefit the Environment (GLOBE) is ais a worldwide hands-
on, primary and secondary school-based education and science program. GLOBE encourages stu-
dents to help answer questions about how the environment around them works. Participating in
science investigational projects, students learn the importance of creating hypotheses, analyzing data,
drawing conclusions and reporting their results. Students measure and transmit data via the Internet
on air temperature, barometric pressure, wind speed, and solar radiation to scientists, who compile
the data and send back the resultsin the form of computer graphic images.

GLOBE is acooperative effort of schools, led in the United States by afedera interagency program
supported by NASA, NSF and the U.S. State Department, in partnership with colleges and universi-
ties, state and local school systems, and non-government organizations. Internationally, GLOBE isa
partnership between the United States and more than 100 other countries.

For more information and GLOBE registration materials, visit http://www.globe.gov.

NASA MATH AND SCIENCE

From aeronautics to zool ogy, grade school through graduate school, the National Aeronautics and
Space Administration (NASA) has numerous programs for enhancing mathematical and scientific
literacy. The NASA Spacelink computer offers current information on programs and can be contacted
at http://www.nasa.gov/home/

YOUNG ASTRONAUT COUNCIL
The Young Astronaut Council was formed by the White House in 1984 to help kids experience the fun
and adventure of learning through a five-unit printed science education curriculum for kindergarten
through 9th grade students. Students explore what’s in space, how we get there, how we live there,
and what we do while we' re there. Space provides the framework for the curriculum whose activities
encompass and integrate earth and space science, physical science, and life science, as well as other
subjects. Mission: Science incorporates the national science education standards and their inquiry-
based approach. Each activity includes a cross-discipline activity to help children view the topic from
adifferent perspective and develop additional skills.
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Mission: Scienceis produced in three levels, K-3, 4-6, and 7-9, with age appropriate activities at each
level. The five sequentia units of Mission: Science include:

B Astronomy: The Solar System and Beyond
B Flight

B Livingin Space

B Earth and Space

B Misson and Marvels

Space Schoal - alive, interactive Young Astronaut television program for grades 4-6 broadcast
directly into classrooms twice weekly. Space School lessons are tied to and enhance the Mission:
Science printed curriculum with NASA film footage and other graphics, regular features and special
guests.

Vidgit http://www.youngastronauts.org/yac/ or write 5200 27th Street NW, Washington D.C. 20036 or
(301) 617-0923 for further information.

NATIONAL ENERGY EDUCATION DEVELOPMENT (NEED) PROJECT

The mission of the NEED Project is to promote an energy conscious and educated society by creating
effective networks of students, educators, business, government and community leaders to design and
deliver objective, multi-sided energy education programs.

The NEED program includes curriculum materials, professional development, evaluation tools, and
recognition. NEED teaches the scientific concepts of energy and provides objective information about
energy sources and their use and impact on the environment, the economy and society. The program
also includes information to educate students about energy efficiency and conservation, and tools to
help educators, energy managers and consumers use energy wisely. Visit the NEED Web site,
http://www.need.org/index.htm to learn how you can help promote energy awareness and make
science fun for students.

CAMPAIGN DRUG FREE

Provides a drug demand reduction program to schools, organizations and communities to address
youth on the dangers of drug abuse and the importance of being drug free. Volunteer teams use
professionally produced videotapes to convey a powerful anti-drug message to el ementary, middle
and high school students. Following the videotape presentation, volunteers engage the studentsin
discussions to challenge them to take charge of their lives and stay drug free. Contact your local
Navy Reserve or Marine Corps Reserve Center and ask for the Campaign Drug Free Coordinator, or
for further information contact 1-800-554-4542
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JUNIOR ACHIEVEMENT, INC.

Through age-appropriate curricula, Junior Achievement programs begin at the el ementary school
level, teaching students how they can impact the world around them as individuals, workers and
consumers. Junior Achievement programs continue through the middle and high school grades,
preparing students for future economic and workforce issues they’ll face. Junior Achievement pro-
vides training, materials, and support necessary to ensure a positive experience for the classroom
volunteer.

Junior Achievement Elementary Programsinclude six sequential program themes which teach
students that people assume roles as individuals, consumers, and workersin an expanding cultural
environment that extends from the self and family to global relations. Junior Achievement Middle
School Programs build on concepts the students learned in Junior Achievement’s Elementary School
Program and help teens make difficult decisions about how to best prepare for their educationa and
professional future. The programs supplement standard socia studies curricula and develop communi-
cation skills that are essential to success in the business world. Junior Achievement High School
Programs help students make informed, intelligent decisions about their future and foster skills that
will be highly useful in the business world and teaches about concepts from microeconomics and
macroeconomics to free enterprise.

For further information, contact the local Junior Achievement Executive Director or contact
http://www.ja.org

DRUG EDUCATION FOR YOUTH (DEFY)
Drug Education For Youth (DEFY) is a self-esteem building program that provides kids with the
tools they need to resist drugs, gangs, and alcohol.

Initially developed by the Drug Demand Reduction Task Force (DDRTF), DEFY is sponsored by the
local command and restricted to youth ages 9-12 from military families. A two-phase program, DEFY
begins in the summer with either afive-day residentia or an eight-day non-residential camp program.

This challenging, fun-filled week in the summer is followed by a year of mentoring.

DEFY focuses on building youngsters' self-image and setting goals. It stresses interpersonal relations,
and emphasi zes |eadership and teamwork. Along the way it raises awareness of the harmful effects of
alcohol and other drugs, as well as the dangerous effects of peer pressure to join gangs. The struc-
tured curriculum offers education, skill development and physical fitness. DEFY isall about creating
positive experiences so that kids will choose healthy alternatives instead of substance abuse and gang
involvement. In essence, the DEFY program provides leadership to kids and thereby strengthens our
military communities. Their motto is: “ Strong children.... Strong families.... for a Ready Future...”

For further information, visit DEFY at http://www.hg.navy.mil/defy/ or call the DEFY Program
Manager at DSN 288-3113 or (202) 433-3113.
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Other Projects and Ideas

B Form awaellness council with your partnership school to discuss ways to help youth
acquire self-esteem, learn life skills, and develop a sense of usefulness and hope for the
future. Share leadership with youth and address the “whole person - mind, body, spirit and
heart.”

B Plan atalent show or comedy hour at your partnership school.
B Chaperon aschool dance.
B Form a Saturday or midnight basketball league.

B Write and produce a play using puppets that address the risks of violence and substance
abuse.

B Sponsor a Second Childhood Games Tournament (wheel barrow and gunny sack races,
relays, hula-hoop competition, etc.) or a Fun and Fitness Day.

B Coach in your community’s or partnership school’ s recreation program. Build youth self-
confidence through supportive coaching and encouragement by promoting sports as a
health-enhancing human activity. Instead of focusing on winning, develop teamwork in
youth - caring and helping each other, practicing self-control, and setting realistic goals.

B Host asummer fitness camp.

B Sponsor aslogan or poster contest to cure the couch potato blues.

B Participate in your partnership school’ s safety patrol.

B Sponsor a“Nutrition and You” essay contest.

B Organize aday hike to a nearby recreationa area.

B Challenge youth to a“Week without TV” and organize fitness or social activities.
B Sponsor achildren’s triathlon of swimming, biking, and running or walking.

B Present a Campaign Drug Free (CDF) program with your partnership school.

B Conduct apoll at your partnership school to assess smoking attitudes and practices of
both students and faculty. Involve students to publish the results in the school newspaper.

B Sponsor ateam to participate in aone-mile fun run or walk for AIDS, Race for the Cure,
or other event to benefit a nonprofit organization.
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Start a 100-mile club for walking or jogging.

Start a support network for pregnant teenage girlsin your partnership school to encourage
pregnant teens to complete high school.

Support the Great American Smokeout. Adopt a student smoker and emphasize the
benefits of a smoke-free lifestyle. Contact the American Cancer Society for packets of
information and ideas to promote a smokeout.

Become involved with Special Olympics. Volunteer to coach or be a buddy for an aspiring
specia Olympic athlete.

Sponsor a bike safety workshop or bike tour for children to inspect bikes for safe riding,
teach bicycle maintenance, and experience the joy of riding.

Many Navy Recruiting Commands have Youth Programs Offices that maintain alending
library of educational related videotapes available for checkout to active-duty personnel.
(“Check it out!™)

Establish a partnership to identify, evaluate, and recommend after-school programs for
teenagers that involve recreation, environmenta project, drama, socia activities, or public
speaking.

Set up a speakers bureau to talk to youth groups about AIDS prevention, alcohol and drug
abuse, nutrition, dental hygiene, fitness, suicide prevention, etc.

Involve youth in aproject to design and print a coloring book on health and fitness.

Start arap group to write and perform songs on growing up healthy and risky adolescent
behavior.

Make a* Contract for Literacy” with your partnership school. Pledge a flower bulb for
every book students read during the school year or semester, and plant the bulbs in the
spring. As an art project, students can landscape their new bulb garden. The bloom of
spring every year will not only beautify the school grounds, it will aso reaffirm the friend-
ship and commitment of Navy volunteers to strengthen youth education.

Serve as advisor or managing editor to help students write a school newspaper column
(smilar to “Dear Abby”) devoted to answering students' questions regarding conduct,
personal or school problems, or guidance on life skills. Students will have the opportunity
not only to research and compose responses, but to learn about problem-solving and issues
important to youth.
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Summer Ideas
Are you planning a summer activity with your partnership school? Consider the following projects:

Equipment repair

Grounds maintenance

Drama camp

New capital improvements, painting, school plant refurbishment
A sportsleague

Tutoring

Ship/tug/squadron airplane/base tour, etc.

Operation Shipmate or similar program

Teacher/staff development (TQL, computer instruction)
Student contests (essays, reading, art, etc.)

Volunteer training

Deployment ldeas
Here are some ideas to help continue your partnership while on deployment:

Have each youth bring in aroll of film to be shot during the deployment.

Prepare a school bulletin board before deploying, to be used as a* status board,” with a
map (and/or navigational charts) that can track your “movements’ (with flags or push
pins). The board can hold postcards and letters from Sailors, and pictures taken at various
ports.

Introduce new partnership volunteers by correspondence (and videotape, if possible).
Have them describe themselves, their jobs, interests, hobbies, and families, and then have
them say how much they are looking forward to meeting the students after the deploy-
ment.

Initiate an overseas pen-pal program for your partnership school, with schoolchildren (of
corresponding ages) at one of your ports. (This can be done through the U.S. Consulate.
Your commanding office can provide a point of contact.)

Call the school via Military Affiliate Radio System (MARS). A liaison from the command
or from a sister command is responsible for arranging a demonstration with aHam radio.
An operator at the other end of the Ham radio will converse with students. Explain to the
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students (prior to the call) the required procedure for conversing (“over,” “out,” etc.) and
the reason for the procedure. Also explain how Sailors sometimes talk to their families via
MARS, and encourage discussion, following the call to the school, about the benefits and
disadvantages of this type of communication. Be sure to emphasize that the actua school
phone call is subject to available operators and frequencies, to ensure flexibility at the
“receiving end.”

Have students prepare banners for homecoming. Since most Sailors are likely to be preoc-
cupied with their own families and friends at the actual homecoming, it might be better for
the youth to plan their own “welcome back” celebration following post-deployment
standdown.
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APPENDIX D
NAVY RESOURCES

PROGRAM MANAGER FOR NAVY COMMUNITY SERVICE
Commander, Navy I nstallations Command (N-255)

5720 Integrity Dr.

Millington, TN 38055-6050

Phone: (901) 874-4270 DSN: 882-4270 Fax: (901) 874-6825

E-mail: MILL_communityservice@navy.mil

CNI provides overal Navy policy and guidance for the Navy Community Service Program. CNI is
also the point of contact for program materials for commands for which there is no identified regional
community service coordinator. CNI isthe Flagship sponsor for Personal Excellence Partnerships.

FLAGSHIP SPONSORS

The Flagship Sponsors facilitate, promote, and expand opportunities for community service for Navy
commands and individuals. They are responsible for aworking partnership with the NCSC and with
other flagship sponsors to consider any appropriate changes in policy or practices that would encour-
age volunteer participation in community service. The Flagship Sponsors provide information and
technical support concerning their specific flagship.

Personal Excellence Partnership:

Commander, Navy Installations Command (N-255)

5720 Integrity Drive, Millington, TN 38055-6050

Phone: (901) 874-4270 DSN: 882-4270 Fax: (901) 874-6825
E-mail: MILL_communityservice@navy.mil

Health, Safety, and Fitness:

Chief, Naval Education and Training Command (NETC), Code 00K
250 Dallas Street, Pensacola, FL  32508-5220

Phone: (850) 452-4837 DSN: 922-4837 Fax: (850) 452-3145

Environmental Stewardship:

Chief of Naval Operations (OPNAV N45)

2000 Navy Pentagon (NC1 Suite 2000), Washington, D.C. 20350-2000
Phone: (703) 604-5426 DSN: 664-5426 Fax: (703) 602-1982

Campaign Drug Free:

Commander, Navy Reserve Forces

4400 Dauphine Street, New Orleans, LA 70146-5000

Phone: (504) 678-6149 or (800) 554-6149 DSN: 678-7855 Fax: (504) 678-1637
E-mail: campaign.drugfree@navy.mil
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Project Good Neighbor:

Commander, Navy Installations Command

Chief of Chaplains Liaison

5720 Integrity Drive, Millington, TN 38055

Phone: (901) 872-4224 DSN: 882-4224 Fax: (901) 874-2619

GEOGRAPHIC/REGIONAL COORDINATORS
Geographic/Regiona Coordinators for Navy Community Service provide technical assistance and
information to commands in establishing and maintaining community service programs.

Geographic areas of responsibility are displayed in Figure 2-1. A list of Regional Coordinator contact
information can be found at www.mwr.navy.mil/ncsp/index.htm

OTHER NAVY SOURCES FOR TECHNICAL ASSISTANCE, INFORMATION
AND MATERIALS

GOVERNMENT WEB SITES
The officia Navy Community Service Web site may be accessed at www.mwr.navy.mil/ncsp/index.htm

For guidance on donating government computers, visit https.//www.drms.dla.mil/cfl_online/index.jsp
and http://www.computers.fed.gov/public/aboutProg.asp

Guidance on time off for civilian employees to participate in command-sponsored volunteer projects
may be found at http://www.opm.gov/oca/compmemo/1998/CPM98-V2.HTM

A listing of State Agencies for Surplus Propertiesis available at GSA’'s Personal Property Disposal
webpage.

The officid Web site for Campaign Drug Free can be found at Campaign Drug Free.

For information on the Navy’s STARBASE Atlantis Program, an educationa outreach program that
focuses on math, science, technology, drug demand reduction and goal setting, visit
https.//www.cnet.navy.mil/comunity/starbase/sa.html

NAVY MATERIALS
Contact your regional community service coordinator for more information on the following:

“Serving America Twice: Through Navy Community Service” —a 15-min. videotape describing
the benefits of community service. The videotape may aso be ordered through the Navy supply
system. The stock no. is 0506L P00227320.
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Volunteer Recognition Certificates - Certificates of Appreciation should be presented to the indi-
vidual volunteer from the command or Flagship Partners during a partnership project or activity that
specifically recognizes volunteer service. Command Volunteer Coordinators may also order formal
NCSP Certificates of Volunteer Appreciation for military and civilian volunteers from the Defense
Logistics Agency (DAPS) at http://forms.daps.dlamil/. Each certificateis 81/2" x 11” and is printed
with graphics on manila cardstock with gold and black ink and available in packs of 25. The Com-
mand Volunteer Coordinator may also produce the certificates locally.

NCSP Certificate of Volunteer Appreciation
NAVPERS 1650/90 - 0109LF9847700

Environmental Stewardship Certificate of Volunteer Appreciation
NAVPERS 1650/92 - 0109L F9850100

Project Good Neighbor Certificate of Volunteer Appreciation
NAVPERS 1650/94 - 0109L F9852500

Campaign Drug Free Certificate of Volunteer Appreciation
NAVPERS 1650/95 - 0109L F9853700

Health, Safety & Fitness Certificate of Volunteer Appreciation
NAVPERS 1650/93 - 0109L F9851300

Personal Excellence Partnership Certificate of Volunteer Appreciation
NAVPERS 1650/91 - 0109L F9848900

Personal Excellence Partnership Certificate
NAVPERS 1650/4 - 0109L F9854900

Wherein theWorld is Our Navy Today, a middle school curriculum to teach students about the
U.S. Navy.

Navy Brochures - Navy Mentors, Navy Volunteer, Serving America Twice, etc.

NAVY Volunteer! - Web-based, quarterly produced magazine, highlighting Navy command and
volunteers.

Program directives- OPNAVINST 5350.6 Series and BUPERSINST 1650.12 Series.
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Navy Community Service Partners in Volunteerism
The Points of Light Foundation

1400 | Street, NW, Ste. 800

Washington, DC 20005

Phone: 202-829-8000

Fax: 202-729-8100

The Point of Light Foundation is a nonpartisan nonprofit organization devoted to promoting
volunteerism. One of the major areas of the Foundation’s work is assisting employersin developing
workplace volunteer programs. The Foundation sponsors several awards to honor volunteerism
including the President’ s Service Award and the Daily Points of Light Award. More information is
available on the Foundation’s Web site, http://www.pointsoflight.org/

America’'sPromise—The Alliance for Youth
909 North Washington St., Ste. 400
Alexandria, VA 22314-1556

Phone: 703-684-4500

Fax: 703-535-3900

America s Promiseis anational organization dedicated to mobilizing the nation to ensure our children
and youth have access to the fundamental resources they need to become successful adults: market-
able skills, a caring adult, the opportunity to give back through community service, a healthy start for
a healthy future, and a safe place to grow and learn. To learn how you or your organization can
become involved, visit the America s Promise Web site at http://www.americaspromise.org
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APPENDIX E
CALENDAR OF SIGNIFICANT EVENTS FOR A PROGRAM YEAR

This appendix identifies significant events observed during the calendar year. Dates that remain
constant each year are provided. For eventsthat fall on different days or weeks each year, only the
month and event are provided. Sources of information regarding the events are included to assist in
planning support activities, should the command’ s partnership goals and objectives coincide with
Flagship Partners’ plans to observe these occasions. A support category (education, citizenship,
health, safety and fitness, environmental conservation, drug demand reduction, and humanitarian
assistance) is provided for each event.

For current dates, contact the Flagship Sponsor where appropriate.

JANUARY

January 1: New Year’s Day (Education)

Lega holiday in all states and territories, aso afederal holiday designated by PL. 92-392. Contact
your local or school librarian for information regarding how the New Year is celebrated around the
world.

January 15: Martin Luther King, Jr. Birthday (Education & Citizenship)

“A day ON, not aday OFF" celebratesthe life of Martin Luther King, Jr., civil rights leader, minister,
and winner of the 1964 Nobel Peace Prize. Bornin Atlanta, Georgia, on Jan. 15, 1929; assassinated
April 4,1968. A federa holiday celebrated on the third Monday in January, now turned into a day of
service honoring Dr. King, who encouraged Americans to come together to strengthen communities,
aleviate poverty, and acknowledge dignity and respect for all human beings. Service, he realized, was
the great equalizer. Vist http://www.mlkday.org/ to learn how your command can help honor King's
legacy of tolerance, peace, and equality by meeting community needs and making the holiday “A day
ON, not aday OFF.”

FEBRUARY

Black History Month (Education & Citizenship)

Sponsored by the Association for the Study of African American Life and History. Black History
Month kits are available in October for afee. The kit includes aresource guide, posters, and other
materials. Each year, adifferent themeis selected. Visit the Association for the Study of African
American Life and History for further information at http://www.asalh.com/index.html. You can also
visit Gateway to African American History, sponsored by the U.S. Department of State at
http://usinfo.state.gov/usa/blackhis/ for further ideas on celebrating Black History Month.

National Children’s Dental Health Month (Health & Fitness)

The American Dental Association held the first national observance of Children’s Dental Health Day
on February 8, 1949. This single day observance became a week-long event in 1955. In 1981, the
program was extended to a month-long celebration known today as National Children’s Dental Health
Month. Visit the American Dental Association Web site,
http://www.ada.org/prof/events/featured/ncdhm.asp, for free material, ideas and resources for high-
lighting this important month of dental awareness for children.
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February 1: National Freedom Day (Education & Citizenship)

Major Richard Robert Wright Sr., aformer slave, fought to have a day when freedom for all Ameri-
cansis celebrated. When Wright got his freedom, he went on to become a successful businessman and
community leader in Philadelphia, Pennsylvania. Mg or Wright chose February 1 as National Freedom
Day because it was the day in 1865 that President Lincoln signed the 13th Amendment to the Consti-
tution. In 1948, a Presidential Proclamation established this date as National Freedom Day. Contact
your local or schoal librarian for information.

February 2: National Goundhog Job Shadow Day (Education)

Sponsored by America s Promise, the National School-To-Work Office, Junior Achievement, and the
American Society of Association Executives. Information is available at the official Web site
http://www.jobshadow.org, and from regiona coordinators for Navy Community Service.

Week of February 5-11: Boy Scouts of America Anniversary Day (Citizenship)
Celebrated during Scouting Anniversary Week. Materias are available during the month of October.
Visit the Boy Scouts of America Web site, http://www.scouting.org/index.html, for further informa-
tion or contact your local Boy Scout council.

Third Week in February: National Engineers Week (Education)

Founded in 1951 by the National Society of Professional Engineers. Contact National Engineers
Week Headquarters, 1420 King St., Alexandria, VA 22314, (703) 684-2852,
http://www.sme.org/memb/neweek/neweek.html

February 14: St. Valentine’s Day (Education)

An occasion to exchange affectionate greetings in the United States, Canada, and Europe. The
celebration dates back to the Roman festival of Lupercalia. Contact your local or school librarian for
information.

February 17: PTA Founders Day (Education & Citizenship)

Founders Day is aways February 17, although local PTAs may celebrate it on other datesin February.
Information is available on the world wide web at http://www.pta.org and questions may be directed
via electronic mail to info@pta.org. Contact: National PTA, 330 North Wabash Avenue. Suite 2100,
Chicago, IL 60611. 312-670-6782.

Third Monday in February: Presidents’ Day (Education & Citizenship)

Designated as afederal holiday to honor Presidents George Washington and Abraham Lincoln. Con-
tact your local or school librarian for information or visit
http://www.whitehouse.gov/kids/presidentsday/ for ideas on how to serve your neighbor, community
or country in honor of them.

February 24: Gregorian Calendar Day (Education)

Pope Gregory XII1 issued a Papal Bull on February 24, 1582, correcting the Julian Calendar. The
new calendar, which was named for him, became effective on October 4, 1582. It isthe most widely
used calendar today. Contact your local or school librarian for information.
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MARCH

National Nutrition Month (Health & Fitness)

Promotes the importance of good eating habits and physical and mental health. Visit the American
Dietetic Association website for further information at http://www.eatright.org/Public/

American Red Cross Month (Education, Citizenship, Health & Fitness)
Observed during the entire month of March. Visit the American Red Cross at
http://www.redcross.org/index.html for ideas on how to celebrate National Red Cross Month.

March 1. Peace Corps Anniversary (Education & Citizenship)
President John F. Kennedy signed the Executive Order establishing the Peace Corps on March 1,
1961. Visit the Peace Corps Web site for further information at, http://www.peacecorps.gov/index.cfm

March 2: Read Across America Day (Education)

March 2 isthe birthday of beloved children’s author Theodore Geisel, otherwise known as Dr. Seuss.
NEA’'s Read Across Americais an annual reading motivation and awareness program that calls for
every child in every community to celebrate reading on or around Dr. Seuss's birthday. For tips on
how to celebrate Read Across America Day, visit http://www.nea.org/readacross/index.html.

March 3: Adoption of United States National Anthem (Education & Citizenship)
The “ Star Spangled Banner” was adopted as our national anthem on March 3, 1931. It was written in
1814 by Francis Scott Key. Contact your local or school librarian for information.

Week of March 12: National Girl Scout Week (Citizenship)

Observed all week including March 12, the date of its founding in 1912. Visit the Girl Scouts of
Americawebsite at http://www.girlscouts.org/ or contact your local Girl Scout Council for informa-
tion.

March 20: National Agriculture Day (Education & Environmental Conservation)
Honors the farmers, ranchers, growers, and agribusiness people who contribute to the abundant U.S.
food supply. Vistthe Nationa Ag Day Web site at http://www.agday.org/ to learn more.

March 21: International Day for the Elimination of Racial Discrimination (Education
& Citizenship)

Honors those people throughout the world who have been victims of racia injustice. Visit the United
Nations website to learn more, at http://www.un.org/cyberschoolbus/iderd/

Third week of April: National Wildlife Week (Education, Citizenship, & Environmental
Conservation)

A celebration of wildlife and wild places since 1938, National Wildlife Week encourages kids and
adults across the country to learn and experience nature - starting in their own community. Visit the
National Wildlife Federation website for more information at
http://www.nwf.org/nationalwildlifeweek/
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APRIL
Child Abuse Prevention Month and the Month of the Military Child.
Contact your Fleet and Family Support Center for information.

Mathematics Education Month (Education)

Promotes student, parent, and public awareness of the importance of understanding mathematicsin
today’ sworld. Visit the http://www.mathaware.org/ website sponsored by the Joint Policy Board for
Mathematics to learn more.

April: National Volunteer Week (Citizenship)

National Volunteer Week began in 1974 when President Richard Nixon signed an executive order
establishing the week as an annual celebration of volunteering. Since then, every U.S. President has
signed a proclamation promoting National Volunteer Week. Additionally, governors, mayors and other
elected officials make public statements and sign proclamations in support of National Volunteer
Week. Sponsored by the Points of Light Foundation, information on National Volunteer Week can be
found at http://www.pointsoflight.org/programs/seasons/nvw/

April: National Youth Service Day (Citizenship)
National Youth Service Day isthe largest service event in the world. The goals of National Youth
Service Day are:

B ToMOBILIZE youth to identify and address the needs of their communities through
service.

B To SUPPORT youth on alife-long path of service and civic engagement.

B To EDUCATE the public, the media, and policymakers about the year-round contribu-
tions of young people as community leaders.

To find out you can help our nation’ s youth start alife of service, visit http://www.ysa.org/nysd/

April 2: International Children’s Book Day (Education & Citizenship)

Celebrated on Hans Christian Andersen’ s birthday to help young children develop an understanding of
other cultures through literature. Contact: American Library Association. 800-545-2433. Center for
the Book at the Library of Congress. 202-707-5221. International Board of Books for Young
People, http://www.ibby.org/index.php?d=269

April 7: World Health Day (Health & Fitness)
Commemorates the establishment of the World Health Organization in 1948. Visit the World Health
Organization Web site at http://www.who.int/world-health-day/ for more information.

April 22: Earth Day (Education, Citizenship, and Environmental Conservation)
Promotes awareness of environmental issues. Visit the Earthday Network website,
http://www.earthday.net/ or contact your local Environmental Commission or librarian for informa-
tion.
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Fourth Thursday in April: Take Our Daughters & Sons to Work Day (Education)
Sponsored by the Ms. Foundation for Women to focus attention on the needs and concerns of girls
and boys and to help them stay focused on their future during adolescence. Visit the Take our Daugh-
ters and Sons to Work Web site of rmore information at http://www.daughtersandsonstowork.org/.

Last Friday in April: National Arbor Day (Education, Citizenship, & Environmental
Conservation)

Encourages people to plant and care for trees. National Arbor Day is observed in late April, however
States often celebrate it at a different time according to the best tree-planting times. The following
listing indicates the month in which a particular State observes Arbor Day. For the exact Dates, or
visit the National Arbor Day Foundation Web site at http://www.arborday.org/

January — Florida and Louisiana
February — Alabama, Georgia, Mississippi, Nevada
Mar ch — Arkansas, California, Kansas, New Mexico, North Carolina, Oklahoma, Tennessee

April — Arizona, Colorado, Connecticut, District of Columbia, Delaware, 1daho, Illinois,
Indiana, lowa, Kentucky, Maryland, Massachusetts, Michigan, Minnesota, Missouri, Montana,
Nebraska, New Hampshire, New Jersey, New York, Ohio, Virginia, Washington, West Vir-
ginia, Wisconsin, Wyoming

May — Alaska, Maine, North Dakota, Vermont
November — Hawaii
December - South Carolina

MAY

National Physical Education and Sports Month (Health & Fitness)

Emphasizes the importance of physical education to health and fitness. Contact the National Associa-
tion for Sport and Physical Education, http://www.aahperd.org/naspe/ for more information.

Asian Pacific American Heritage Month (Education & Citizenship)
Commemorates the contributions and the culture of Asian Americans. Visit the Asian Pacific American
Heritage Association Web site for more information at http://www.apaha.org/.

Healthy Vision Month (Health & Fitness)

Alerts the public to the value of eye care and safety and the early detection of eye problems. Visit the
Heathy Vision 2010 website, sponsored by National Eye Insitute (NEI) at
http://www.healthyvision2010.org/hvm/or more information.

May 1. Law Day USA (Citizenship)
Joint resolution of Congress and Presidential Proclamation for “re-dedication to the ideals of equality
and justice under the law.” Vidt the Library of Congress Web site at
http://www.loc.gov/law/public/lawday.html for further information
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First full week in May: Be Kind to Animals Week (Education, Citizenship, & Environ-
mental Conservation)

Sponsored by the American Humane Association to raise awareness on being kind to animals. You
can find more information at http://www.americanhumane.org/.

First full week in May: National PTA Teacher Appreciation Week (Education)
Encourages respect for and support of the educationa professionals. Check out the National PTA
webiste for ideas on how to help honor your local educators at http://www.pta.org/

Tuesday of first full week in May: Teacher Day USA (Education)
Focuses on the contributions teachers make to help children succeed in school and in life. Learn more
at http://www.teacher-appreciation.info/Teachers Day/USA_Teachers day and_week.asp

Wednesday during National Nurse Week (May 6-12): School Nurse Day (Health &
Fitness)

Increases awareness regarding the role of the school nurse. Visit the National Association of School
Nurses, Inc. Web site, http://www.nasn.org/professi on/schoolnurseday.htm for ideas on celebrating
School Nurse Day at your school.

First Saturday in May: Join Hands Day

JOIN HANDS DAY isanational day of volunteering that brings youths and adults together to im-
prove their own communities. A benefit of the day comes through the friendships that will be made
across generations. JOIN HANDS DAY isthe only national day of service that specificaly targets and
devel ops relationships between young people and adults through neighborhood volunteering. Young
people and adults work together on an equal basis to plan, organize and implement the day’ s activi-
ties. For more information, visit the Join Hands Day Web site at
http://www.joinhandsday.org/scripts/home.cfm

Third week after Mother’s Day: Girls Incorporated Week (Citizenship)
GirlsIncorporated is a nationa nonprofit youth organization dedicated to inspiring al girlsto be
strong, smart, and bold. With roots dating to 1864, Girls Inc has provided vital educational programs
to millions of American girls, particularly those in high-risk, underserved areas. Today, innovative
programs help girls confront subtle societal messages about their value and potential, and prepare
them to lead successful, independent, and fulfilling lives. To learn more about how to celebrate Girls
Inc. Week, visit http://www.girlsinc.org.

Second Week in May: National Historic Preservation Week (Education, Citizenship,
& Environmental Conservation)

The National Trust for Historic Preservation is a privately funded non-profit organization that pro-
vides leadership, education, advocacy, and resources to save America s diverse historic places and
revitalize our communities. Visit the National Trust for Historic Preservation Web site at
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http://www.nationaltrust.org for more information.

Second Sunday in May: Mother’s Day (Education & Citizenship)
Observed nationally since 1914. Contact your local or school librarian for information.

Third Saturday in May: Armed Forces Day (Education & Citizenship)

Observed by Presidential Proclamation. Celebrated by all branches of the armed forces of the United
States. First celebrated in May 1950, this special day was established to replace the separate celebra
tions held for the Navy, Air Force, and Army. Contact the Public Affairs Office for information
regarding local events.

Third week in May: Bike Safety Week (Health & Fitness)
Sponsored by the National Highway Traffic Safety Adminstration to raise awareness on bicycle safety
measures. Vist http://www.nhtsa.dot.gov for further information.

Last Monday in May: Memorial Day (Education & Citizenship)
A state and federal holiday in remembrance of al war dead; aso known as Decoration Day. Contact
the Public Affairs Office for information regarding local events.

JUNE

Home Safety Month (Health & Safety)

Presented by the Home Safety Council (HSC), the only national non-profit organization solely dedi-
cated to preventing home related injuries. Through national programs, partnerships and the support of
volunteers, HSC educates people of all agesto be safer in and around their homes. Visit the HSC
Web site at http://www.homesafetycouncil.org/programs/pr_hsm_w001.aspx to learn vauable tips and
download free resources on preventing accidents within the home.

World Environment Week (Education, Citizenship, & Environmental Conservation)
Annual observance to reaffirm concern for the preservation and enhancement of the environment.
Visit the United Nations Environmental Programme Web site at http://www.unep.org/ for further
information.

June 14: Flag Day (Education & Citizenship)
The “ Stars and Stripes’ was adopted as our nation’s flag by the Continental Congress on June 14,
1777. Contact the Public Affairs Officer for information regarding local events and observances.

Third Sunday in June: Father’s Day (Citizenship)
Established as a day to honor fathers. Contact your local or school librarian for information.

JULY

July 4: Independence Day (Citizenship)
Contact your local or school librarian for information.
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AUGUST

First Sunday in August: National Kids Day (Education)

Nationa KidsDay isaday set aside each year to celebrate and honor America s children by spending
meaningful time with them. It’s about celebrating kids - whether your children, grandchildren, or any
child in need of mentoring. To learn more, visit the Nationa Kids Day Web site at
http://www.kidsday.net/.

August 14: VJ Day (Education & Citizenship)

Celebrates President Truman’s 1945 announcement of the surrender of Japan to the allies signaling the
end of World War II. The local Veterans of Foreign Wars and Navy League should be able to assist
with locating retired military personnel who actually served in the Pacific during World War 11 to help
the command observe this day.

August 26: Women'’s Equality Day (Education & Citizenship)

Established by Congressin 1971. On thisdate in 1920, the 19th Amendment to the Constitution was
ratified. It prohibits sex discrimination with regard to voting. Visit the National Women’s History
Project at http://www.nwhp.org/events/equality-day/history-of-equality-day.html to learn more.

SEPTEMBER

First Monday in September: Labor Day (Citizenship)

Labor Day is acreation of the labor movement and is dedicated to the social and economic achieve-
ments of American workers. It constitutes ayearly national tribute to the contributions workers have
made to the strength, prosperity, and well-being of our country. Visit the Department of Labor Web
site at http://www.dol.gov/opa/aboutdol/laborday.htm to learn more.

Healthy Aging Month (Education, Health, Safety & Fitness)

A national ongoing health promotion designed to broaden awareness of the positive aspects of aging
and to provide information and inspiration for adults, age 50+, to improve their physical, mental,
social, and financial fitness. Vist the Hedlthy Aging website at http://www.healthyaging.net/ to learn
how commands can help older Americans age well.

National 5-A Day Month (Education, Health & Fitness)

The 5 A Day for Better Health Program is a national initiative to increase consumption of fruits and
vegetables by all Americansto 5to 9 servings aday. Eating 5 to 9 servings of fruits and vegetables a
day will promote good health and reduce the risk of many cancers, high blood pressure, heart disease,
diabetes, stroke, and other chronic diseases. Sponsored by the National Cancer Institute and the
Produce for Better Health Foundation. Additional information can be found at
http://www.5aday.gov/homepage.

September 8: International Literacy Day (Education)
Observed on this day each year by the United Nations. Visit the United Nations Web site at
http://www.un.org/depts/dhl/literacy/ to learn more about International Literacy Day.
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September 11 - One Day’s Pay (Education & Citizenship)

One Day’s Pay is a nonprofit grassroots movement to establish 9/11 as a voluntary day of service, charity
and compassion. Join hundreds of thousands who are voluntarily pledging to engage in persona acts of
service, charity and compassion throughout the year in tribute to those who gave so much on 9/11. Visit
One Day’s Pay Web site at http://www.onedayspay.org/ to learn how commands can help honor the
victims of 9/11.

September 15 — October 15: National Hispanic Heritage Month (Education & Citizen-
ship)

Hispanic Heritage Month begins on September 15, the anniversary of independence for five Latin
American countries—Costa Rica, El Salvador, Guatemala, Honduras, and Nicaragua. In addition,
Mexico declared its independence on September 16, and Chile on September 18, and honorstherich
contributions of Hispanicsto America. Visit the National Parks Service and National Register of
Historic Places at http://www.cr.nps.gov/nr/feature/hispanic/ or Scholastic teacher’ s website at
http://teacher.schol astic.com/activities’hispanic/ to learn ways to celebrate National Hispanic Heritage
Month.

Week of September 17: Citizenship Day and Constitution Week (Education & Citi-
zenship)

After framing the Constitution, the Constitutional Convention adjourned on this day in 1787 from
Independence Hall, Philadel phia, Pennsylvania. The twelve states represented had voted unanimously
to approve the proposed document. Presidential Proclamation sets aside this day and week for
observance each year. Vigt the National Center for Constitutional Studies at
http://www.nccs.net/constitution-week/ to learn more.

September 21: United Nations International Day of Peace (Education & Citizenship)
Devoted to “commemorating and strengthening the ideals of peace both within and among al nations
and peoples.” Established by a United Nations resolution in 1981, International Day of Peaceis
celebrated the world over to serve as areminder as a permanent committment to peace. Visit the
International Day of Peace Web site at http://www.international dayof peace.org/ to learn more.

September 24: Family Health and Fitness Day (Health & Fitness)

The event’ s purpose is to promote family involvement in physical activity, one of the goals of the U.S.
Surgeon General’ s Report on Physical Activity and Health. Visit the Fitness Day. com site sponsored
by the Health Resource Information Center at http://www.fitnessday.com/ for further information.

OCTOBER

Children’s Health Month (Health & Fitness)

Designed to bring awareness to the importance of childrens health issues. The President’s Task Force on
Environmental Health Risks and Safety Risks to Children was established in April 1997 by Executive
Order 13045, and is co-chaired by the Secretary of the Department of Health and Human Services and
the Administrator of the Environmental Protection Agency. The Task Force is composed of sixteen
departments and White House offices who make it a high priority to identify, assess, and address
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children’s environmental health and safety risks. To learn more, visit http://www.childrenshealth.gov/

Week beginning on the Second Sunday in October: National School Lunch Week
(Health & Fitness)

National School Lunch Week was established in 1963 by a proclamation from President John F.
Kennedy. It is designed to help raise awareness of and garner support for the role that school
foodservice and nutrition programs play in the lives of America s children today, and in the strength of
Americatomorrow. The School Nutrition Association (SNA) helps celebrate the event each year with
atheme and promotional materials. SNA is a national, non-profit, professiona organization which
provide high-quality, low-cost meals to students across the country. Founded in 1946, SNA isthe only
association devoted exclusively to protecting and enhancing children’ s health and well-being through
school meals and sound nutrition education. Visit the SNA School Lunch Web site for free
downloadable materials at http://www.schoolnutrition.org/nslwi.

Week that includes October 10: National Metric Week (Education)

Encourages the use of the metric system. Visit the National Council of Teachers of Mathematics Web
site http://www.nctm.org/meetings/metric-week.htm for ideas on how to celebrate National Metric
Week.

Second Week in October: Fire Prevention Week (Health & Fitness)

Fire Prevention Week was established to commemorate the Great Chicago Fire, the tragic 1871
conflagration that killed more than 250 people, left 100,000 homeless, destroyed more than 17,400
structures and burned more than 2,000 acres. The fire began on October 8, but continued into and did
most of its damage on October 9, 1871. In 1920, President Woodrow Wilson issued the first National
Fire Prevention Day proclamation, and since 1922, Fire Prevention Week has been observed on the
Sunday through Saturday period in which October 9 falls. To learn ideas on how to celebrate Fire
Prevention Week with command community service partners visit the National Fire Protection Asso-
ciation Web site at http://www.nfpa.org/categoryL ist.asp?categoryl D=200& URL =L earning/
Public%20Education/Fire%20Preventi on%20VWeek & cookie%5Ftest=1.

October 13: United States Navy Birthday (Education & Citizenship)
The Navy celebrates the anniversary of itsfounding in 1775. Contact the Public Affairs Office for
information.

Second Monday in October: Columbus Day or Discoverers’ Day Observed (Educa-
tion & Citizenship)

Honors Columbus and all explorers as well as commemorates Columbus' sighting of the New World
on October 12, 1492. Contact your loca or school librarian for information.
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Third Week in October: Kids Care Club (Education, Citizenship, Humanitarian Assis-
tance, Environmental, Health, Safety & Fitness)

Sponsored by the Points of Light Foundation, Kids Care Week is dedicated to recognizing the power
of kids to reach out and help othersin their local community. During the week, young people focus
thelr compassion on a specific socia issue through a service project. Visit the Kids Care Club Web
site, http://www.kidscare.org/index.jsp, to learn more.

Third Week in October: National School Bus Safety Week (Education, Health &
Fitness)

Includes an annual poster contest. Visit the National Association for Pupil Transportation Web site at
http://www.napt.org for additional information.

October 16: World Food Day (Education, Health & Fitness, Citizenship, and Humani-
tarian)

Designed to increase awareness, understanding and informed, year-round, long-term action on the
complex issues of food security for al. Thisevent is observed around the world.

October 17: Black Poetry Day (Education)

Recognizes the contribution of black poets to American life and culture and commemorates the
birthday of Jupiter Hammon, first black in Americato publish his own verse. Contact your local or
school librarian for information on how to celebrate Black Poetry Day. Or visit edHelper.com at
http://www.edhelper.com/DailyThemes October 17.html for ideas

Fourth Saturday in October: Make a Difference Day (Education, Environmental,
Health & Fitness, Drug Demand Reducation, Citizenship & Humanitarian)

Make A Difference Day is the most encompassing national day of helping others — a celebration of
neighbors helping neighbors. Everyone can participate. Created by USA WEEKEND Magazine and in
partnership with the Points of Light Foundation, Make A Difference Day is an annual event that takes
place on the fourth Saturday of every October. To learn how to Make a Difference, visit
http://usaweekend.com/diffday/index.html

October 23-31: Red Ribbon Week (Campaign Drug Free)

Red Ribbon Week is an awar eness campaign observed annually the last full week in October. We
regard Red Ribbon Week as the “kick off to ayear of prevention in our schools and in our communi-
ties” Red Ribbon Week began in honor of Drug Enforcement Administration Agent Enrique “Kiki”
Camarena, who was brutally murdered by drug traffickers and has one primary mission - to reduce
the demand for illegal drugsand illegal use of legal drugs. To learn more, visit The Red Ribbon
Coalition Web site at http://www.redribboncoalition.com/index.html or contact Navy Personnel
Command, Navy Drug and Alcohol Drug Abuse Prevention (NADAP) Program managers at (901)
874-4900 or DSN 882-4900.



http://www.kidscare.org/index.jsp
http://www.napt.org
http://www.edhelper.com/DailyThemes_October_17.html
http://usaweekend.com/diffday/index.html
http://www.redribboncoalition.com/index.html

Navy Community Service Program

October 31: Halloween (Health & Fitness)
Evening before All Saints' or All Hallows Day. Traditionally an occasion for masquerading, pumpkin
decorating, and for children to play pranks. Contact your local or school librarian for information.

NOVEMBER

National American Indian Heritage Month (Education & Citizenship)

National American Indian Heritage Month is celebrated to recognize the intertribal cultures and to
educate the public about the heritage, history, art, and traditions of the American Indian people. What
began at the turn of the century as an effort to gain aday of recognition for the significant contribu-
tions the First Americans made to the establishment and growth of the United States has resulted in
the month of November being designated for that purpose. In 1990 President George Bush approved
ajoint resolution designating November 1990 as “National American Indian Heritage Month.” Similar
proclamations have been issued each year since 1994. Visit the U.S. Department of the Interior,
http://www.doi.gov/index.html, Bureau of Indian Affairs aswell asyour loca or school librarian for
information. You can also visit the Defense Link website for more information at

http://www.def enselink.mil/special s/nativeamerican0l/inner.html

November 10: Marine Corps Birthday (Education & Citizenship)
Contact: Marine Corps Historical Foundation, Building 58, Washington Navy Yard, Washington, DC
20374.

November 11: Veterans Day (Education & Citizenship)

Anniversary of the World War | Armistice between the Allied Powers and the Central Powers; signed
at 5:00 A.M., Nov. 11, 1918. Hostilities ceased at 1100 on that day. In many places, a silent memo-
ria is observed at the 11th hour of the 11th day of the 11th month each year. Visit the Veterans Day
Web site at http://www1.va.gov/opal/vetsday/ and sponsored by the Department of Veteran' sAffairs.

Second Week in November: National Children’s Book Week (Education)

A celebration of the written word, Children’s Book Week introduces young people to new authors
and ideas in schools, libraries, homes and bookstores. Through Children’s Book Week, the Children’s
Book Council encourages young people and their caregiversto discover the complexity of the world
beyond their own experience through books. Learn more at the Children’s Book Council Web site at
http://www.cbc-books.org/index.html.

Third Week in November: American Education Week (Education)
Instituted by the National Educational Association to inform the public on school activities. View the
National Education Association Web site at http://www.nea.org/aew/index.html for more information.

Third Thursday in November: Great American Smoke-Out/Navy Smoke-Out Day
(Health, Safety & Fitness, & Drug Demand Reduction)

Starting in 1977, the Great American Smoke-out works to expands awareness of health hazards of
smoking as well as smokeless tobacco, and encourages abstinence from smoking. Visit the American
Cancer Society Web site, http://www.cancer.org/docroot/home/index.asp, for more infomration.
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Saturday before Thanksgiving: National Family Volunteer Day (Education, Environ-
mental, Drug Demand Reducation, Health, Safety & Fitness, Humanitarian & Citizen-
ship)

National Family Volunteer Day is designed to showcase the benefits of families working together, to
introduce community service, and encourage those who haven’t yet made the commitment to volun-
teer as afamily. National Family Volunteer Day is held the Saturday before Thanksgiving and kicks off
National Family Week. Visit the Points of Light Foundation from more information at
http://www.pointsoflight.org/programs/seasons/nfvd/.

Fourth Thursday in November: Thanksgiving (Education, Citizenship, & Humanitar-
ian Assistance)

Day appointed for giving thanks for blessings. A federa holiday and lega public holiday in all states.
Many schools also observe the following Friday. Contact your local or school librarian for informa-
tion.

DECEMBER

December 7: Pearl Harbor Day (Education & Citizenship)

The Japanese bombed Pearl Harbor on this date in 1941, killing 2,300 people and sinking or damaging
19 ships. The United States declared war on Japan the following day. Visit the Naval Historica
Center at http://www.history.navy.mil/ for more information.

December 10: Human Rights Day (Education & Citizenship)

Observed on this date each year as the anniversary of the adoption of the Universal Declaration of
Human Rightsin 1948. Visit the United Nations website for Human Rights Day at
http://www.un.org/events’humanrights/2004/index.htm

December 15: Bill of Rights Day (Education & Citizenship)
Anniversary of the adoption of the first 10 Amendments of the United States Constitution in 1791.
Often marked by Presidential Proclamation. Contact your local or school librarian for information.

December 25: Christmas (Education)
A federal holiday celebrated in all states and territories. Contact your local or school librarian for
information.


http://www.pointsoflight.org/programs/seasons/nfvd/
http://www.history.navy.mil/
http://www.un.org/events/humanrights/2004/index.htm

